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UNITED  STATES  nEPARTKEiTT  OP  AGHI CULTURE 
Food  Distriljution  Administration 
Washington,  D.  C, 


April  30,  1943 


ADMINISTEATIVE  :SERVICES  DIVISION  MEMOEANDUJ^  NO.  25 


TO: 


Branch  and  Division  Chiefs  and  Regional  Administrators 


PROMj 


f,  J.  Hughes,  Chief,  Administrative  Services  Division 


SUBJECT:  Property 
SECTION  I  -  GENERAL 

A.  The  purpose  of  this  Meraorandiun  is  to  provide  procedure  for  the  mainten- 
ance of  property  records  of  nonexpendalDle  property,  and  for  handling 
related  matters. 

B.  The  centralized  records  of  nones^Dendahle  property  will  te  maintained  "by 
the  Procurement  Section  of  the  Administrative  Services  Division  for  the 
branches  and  divisions  in  Washington,  D,  C. ,  and  the  offices  l«cated  at 
Beltsville,  Maryland,  and  hy  the  Regional  Administrative  Services  Divi- 
sions for  the  field  offices  located  within  their  respective  regions. 
The  records  for  those  offices  located  outside  of  the  continental  United 
States  will  also  "be  maintained  "by  the  Procurement  Section,  Administra- 
tive Services  Division,  except  in  the  Hawaiian  Islands  which  will  "be 
maintained  "by  the  Regional  Administrative  Services  Division  for  the 
Pacific  Region.    The  Procurement  Section  and  the  Regional  Administra*- 
tive  Services  Divisions  will  hereinafter  "be  referred  to  as  the  Central 
Office  whenever  it  is  intended  to  indicate  the  one  having  appropriate 
jurisdiction. 

0,    Paragraph  4211  of  the  Department  Regulations  provides  that  "Every  em- 
ployee of  the  Department  vrill  "bo  held  responsible  for  the  proper  use 
and  protection  of  any  Government  property. which  may  come  into  his 
custody  or  control  in  any  manner  whatsoever,"    The  responsibility  of 
•  employees  vrho  are  accountable  for  property  cannot  be  stressed  too 
greatly.    Many  employees  take  too  lightly  their  responsibility  for 
the  proper  custody  of  property  charged  to  them.    Reports  covering 
property  damaged,  lost,  or  stolen  vrill  receive  carefiil  consideration, 
and,  in  the  case  of  evident  negligence,  the  employee  having  immediate 
custody  and/ or  accountable  for  the  property  may  be  held  responsible 
and  required  to  make  payment  for  the  current  value  thereof. 


SECTION  II  -  CLASSITIGATloil  OP  PROPERTY 


A.  Expendable  Property.    Expendable  property  comprises  (a)  supplies  that 
are  consumed  by  use,  such  as  stationery,  ink,  and  pencils;  (b)  supplies 
that  are  soon  worn  out  by  use,  such  as  brushes  and  electric  bulbs; 

(c)  property  which  is  subject  to  such  ha.rd  wear  or  deterioration  as  to 
render  its  period  of  use  relatively  limited,  such  as  hand  tools,  and 
pencil  sharpening  and  stapling  machines;  and  (d)  all  materials  or  parts 
used  in  construction  or  repair  work,  such  as  bricks,  nails,  lumber  and 
machine  parts. 

B.  Nonexpendable  Property.    Nonexpendable  property  comprises  property  of  a 
permanent  character  or  of  considerable  valiie,  such  as  furniture,  instru- 
ments, machines,  typewriters,  and  platinum. 

C.  A  classification  list  of  the  property  generally  possessed  by  the 
Administration  is  attached  and  made  a  part  of  this  Memorandiom.  This 
list  has  been  approved  by  the  Department. 

SECTION  III  -  ACCOUNTABLE  OFFICE 

A.    Washington.    Each  branch  and  division  and  the  Office  of  the  Director 
will  be  considered  as  an  accountable  office, 

•^v  Field.    Each  field  office  and  each  branch  and/or  division  of  the 

Regional  Office  and  the  Office  of  the  Regional  Administrator  will  be 
considered  as  an  accountable  office. 

SECTION  IV  -  ACCOUNTABLE  OFFICERS 

A.  Washington.  The  Administrative  Offcers  are ' accountable  to  the  Procure- 
ment Section,  Administrative  Services  Division,  for  all  property  within 
their  respective  branches  and  divisions. 

B.  Field.    The  officer  in  charge  of  each  field  office  is  accountable  to 
his  Regional  Administrative  Services  Division  for  all  property  in  his 
office..        '  .  .        .  . 

C.  The  accountable  officers  will  maintain  supX  property  records  and  keep 
copies  of  such  property  documents  as  indicated  in  this  Memorandum. 

D.  The  Central  Office  will  not  maintain  any  personal  charge  records.  The 
property  will  be  charged  directly  to  the  Accounteible  Officer  for  the 
branch,  division,  or  field,  off  ice,  in  which  it  is  located.     The  account- 
able officer  may,  if  he  so  desires,  take  and  "hold  receipts  from  employe 
ees  for  such  property  as  brief  carrying  cases,  pocket  t^rpe  fountain 
pens,  inspector's  equipment,  etc.  / 

E.  Whenever  an  Accountable  Officer  leaves  the  Administration  or  is  trans- 
ferred to  another  position  or  office,  he  must  see  that  an  invoice  is 
completed  on  Form  AD-107  covering  the  transfer  to  his  successor  of  the 
property  for  which  he  is  accountable.     The  invoice  should  be  executed 
in  triplicate  and  forwarded  promptly  to  his  Central  Office. 


3SGTI0M  V  -  PROPMTY  RECOHD  CAPJD 


A,  An  individual  card, "Form  AD-106,  will  he  red  and  maintained  "by 
the  Central  Office  for  each  piece  of  nonexpendable  property  possessed 
or  acquired  by  the  Administration,    IJhe  cards  v/ill  "be  prepared  in 
quadruplicate  -  one  each  for  the  momerical  (blue),  class  (yellov/), 
and  accountable  office  (white)  files  maintained  in  the  Oontral  Office, 
and  one  of  salmon  color  for  the  accountable  officer.    The  cards  will 
show  the  description  of  the  article,  original  source,  date  of  acq"iiisi- 
tion,  cost,  and  the  property  number  assigned, 

B,  Iho  calaon  cards  should  be  retained  by  the  accountable  officers  so 
that  they  v/ill  have  a  complete  recoa^d  which  is  in  accord  at  all  times 
with  the  accountable  office  files  kept  in  the  Central  Office.  These 
cards  are  to  be  arranged  alphabetically  by  description  and  numerically 
by  property  numbers  within  each  class  group  of  the  same  description. 
Whenever  a  piece  of  nonexpendable  property  is  acquired  either  by  pur- 
chase,  construction,  or  trajisfor  from  vrithout  the  Administration,  a 
salmon  colored  copy  of  the  card  prepared  in  the  Central  Office  will 

be  furnished  to  the  accountable  office  concerned  and  it  should  be  in- 
serted in  its  proper  place. 

C    When  nonexpendable  property  is  trajisf erred  from  one  office  to  another 
office  within  the  Administration,  the  office  transferring  the  articles 
vrill  remove  the  property  cards  for  the  articles  concerned  f  rom  its  file 
and  a,tts.ch  them  to  the  invoice,    A  notation  should  be  made  on  each  card 
clearly  indicating  the  date  of  transfer  and  to  whom  transferred,  'Thje 
receiving  office  should  chock  the  cards  with  the  invoice  to  see  if  they 
agree.    The  property  numbers  on  the  articles  transferred  should  also  be 
checked  to  see  if  they  agree  with  the  numbers  shown  on  the  cards  8,nd 
invoice.     The  cards,  if  correct,  should  be  p3.aced  in  the  proper  place 
in  the  file  of  the  receiving  office. 

D.    ''{hen  nonexpe:ndable  property  is  lost,  sold,  traded  in  on  the  purchase 
of  new  equipment,  transferred  to  another  office  outside  of  the  Admini- 
stration, or  worn  out  and  the  accounta,ble  officer  is  relieved  of  re- 
sponsibility, a  proper  notation  should  be  made  on  the  property  cards. 
Such  cards  will  be  removed  from  the  active  files  of  the  accountable 
officer  and  placed  in  the  inactive  (or  dead)- files.-    In  no  cage  are 
they  to  be  forwarded  to  the  Central  Office. 

S31CTI0K  VI--  PROPERTY  NUMBER 

A.    A,  property  record  number  vrill  be  assigned  to  each  piece  of  nonexpend- 
able property,  including  serially  numbered  machines  and  typevnriters, 
by  the  Central  Office.    The  numbers  will  be  affixed  to  the  jiroperty 
by  means  of  decalcomania  transfers.    All  correspondence,  reports,  or 
other  documents  must  bsar  specific  reference  to  the  property  number. 
The  importance  of  always  citing  the  property  number  of  any  nonexpend- 
able article  on  documents  or  in  correspondence  cannot  be  stressed  too 
greatly,  since  the  property  number  is  the  main  source  of  identifica- 
tion.   The  description,  nevertheless,  is  im.portant  and  should  also  be 
given. 
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SECTION  VII  -  D3CAL0MA1TIA  THANSPERS 

A.  Sach  decalcomania  transfer  carries  a  property  n^jjn"ber  follov;ed  vith 
the  suJfix  letters  "FDA"  and  is  specifically  intended  for  a  particular 
article.     The  transfer  should  "be  checked  against  the  salmon  card  in 
order  to  ascertain  that  the  numlDer  on  both  the  transfer  and  the  salmon 
card  agree.    The  transfer  or  property  nurribsr  must  "be  placed  on  the 
actual  article  covered  "by  the  salmon  card. 

B.  The  decalcomania  transfers  are  composed  of  layers  of  paint  and  lacquer 

and  when  damp  are  fra(5:ile  and  require  careful  handling,  Hhey  are  of  «f 
tho  simple  "slip-off"  type. 

C.  For  the  purpose  of  applying  a  transfer  to  an  article,  you  should  (l)  v 
fill  a  shallow  container  vith  vrater  (preferalDle  lukev/arm)  and  place 

the  transfer  therein;  (2)  allovf  it  to  soaic  for  several  seconds  until 
it  slips  free  from  the  "backing  without  resistance  to  a  gentle  push; 
(3)  t'dca  container  and  transfer  to  a^rticle  to  he  nuinhercsd;  (4)  see 
that  the  surface  at  the  point  of  application  is  smooth  and  frao  -of 
dirt,  gr~aso,  or  any  other  forci-^n  substance;  (5)  pick  up  the  trans- 
fer on  its  backing;  and  (6)  place  backint';:  against  the  sijrface  of  the 
article  with  transfer  facing  forvrard,  then  gently  slide  transfer 
across  the  backing  u.ntil  a  portion  of  it  is  resting  against  the  sur- 
face to  which  it  is  to  be  applied.     Continue  to  slip  backing  from 
imder  the  transfer  until  clear,  at  the  r.ame  time  using  the  thumb  or 
forefinger  to  press  transfer  do^'Ti  firmly  but  gentlj'",  eiid  smootii  it  so 
tha.t  it  adheres  firmly  to  the  surface  without  the  slightest  wrinkle. 
Finally,  a  protective  covering  can  be  formed  over  the  transfer  by 
simply  rubbing  the  surface  of  the  backing  from  which  the  tra-nsfer  has 
been  removed  over  the  transfer  while  still  moist.    The  transfer  sho;xld 
then  be  allovred  to  dry  for  24  hours, 

D.  If  a  transfer  is  ruined  in  applying  it  to  r'Xi  article,  you  should  prompt- 
ly notify  the  Central  Office  and  a  duplicat'-*  transfer  will  be  forwarded. 
(The  Regional  Administrative  Services  Divisions  will  malce  requests  for 
duplicate  transfers  to  the  Procurement  Section,  Administrative  Services 
Division. ) 

SECTIOIT  VIII  -  FOSITIOl^  OF  PROPiaaTY  ITLJI^fBFRS 

A.  In  order  that  the  property  may  be  p"-ysically  checked  without  undue  I 
inconvenience,  and  to  avoid  unnecessary  moving  or  shifting  of  furniture 

or  equipment,  it  is  essential  that  a  uniform  system  be  followed  as  to 
the  location  for  placing  numbers  on  the  Vcirious  ti'.'pes  of  furniture  and 
ecuipment. 

B,  The  object,  generally  speaking,  is  to  place  the  number  in  such  a  posi- 
tion that  it  can  be  readily  seen  wnen  vieving  tl.o  prticle  from  the  front. 
The  numbers  should  be  centered  accur?.teiy  anc  u.-.i riily  go  ris  to  give  a 
neat  appearance.    Howeverj  on  e0ui;omc'nt  \ised  in  our.f.^i'le  workf  it  v^ould 
be  desirable  to  place  the  number  in  some  protectod  spot  v;here  it  cpji  be 
easily-  found.     If  it  is  impractical  to  affi::  a  number  to  an  article 
(such  as  to  a  lens,  slide  nile,  etc.),   the  item  will  nevertheless  be 
id.^ntified  by  the  number  on  the  property  card. 
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SECTION  IX  -  DSPARTMSHT  STAITOAJtD  PEOPER'TY  F0RI43  '  . 

A.  The  Department  has  adopted  standard  forms  for  use  ty  the  various 
bureaus  a.nd  offices  in  connection- with  transactions  relating  to  proper- 
ty,   Sample  copies,  indicating  how  they  should  be  prepared,  are  at- 
tached to  this  Memorandum. 

B,  Form'  AD-107.  HeTJort  of  Transfer  of  Property,     The  procedure  to  he  fol- 
lovred  with  regard  to  the  preparation,  execution,  and  distribution  of 
this  form  \fill  be  a.'s  folloxvs  in  the  case  of: 

1 ,  Transfers  Betveen  Acco-untable  Officers  Within  the  P.egions  or  the 
^'/ashington  Office.     The  transferring  officer  xirill  prepare  and  exe~ 
cute  an  original  and  three  copios  of  the  form,  retain  one  copy, 
and  forward  the  original  and  two-  copies  to  the  receiving  officer. 
Ujjon  receipt  of  the  property  transferred,  the  receiving  officer 
will  receipt  the  three  copies  of  the  form  and  for^irard  them  to  the 
Central  Office.    Ivlien  the  invoice  has  been  numbered  in  the  upper 
right-hand  corner,'  the  Centrral .  Off  ice  will  retain  the  original  and 
forward  one  copy  to  the  transferring  officer  and  one  copy  to  the 
receiving  officer,  \ 

2,  Transfers  Betvreeji  Regions  .end  To  or  From  ^'/ashington  Office.  Ifnen 
property  has  been  authorised  to  be  transferred  by  the  Chief  of  a 
Regional  Adjnini strati ve  Services  Division  from  his  region  to'  an« 
other  or  to  the  V/ashington  office,  or  by  the  Chief  of  the  Procurement 
Section,  Administrative  Services  Division, .  from ^the  Washington  office 
to  a  region,  the  transferring  (or  accountable)  officer  will  preps.re 
and  execute  an  original  and  five  copies  of  the  form,  retain  one  cop;'', 
and  forward  the„origlnal  and  four  copies  to  his  Central  Office.  The 
first  Central  Office  will  numbe'r  the  invoice  .in  the  upper  right-hand 
corner,  reta5_n  one  copy,  and  forward  the  original  and  three  cojpies 

to  the  second  Central  Office  concerned.     The  latter  Central  Office 
vrill  also  mmher  the  invoice  in  the  upper  right-hand  corner  ^.nd 
forward  all  copies  to  the^  receiving  officer  who  will  sign  tha  in-  ■ 
voice  upon  receipt  of  the  property,  retain  ono  copy,  and  fonmrd 
the  original  and  two  copies  to  his  Central  Office.     The  original 
and  one  copy  will  be  forwarded  to-  the  first  Central  Office  which 
will  retain' the  original  and  forward  the  copy  to  the  transferring 
officer, 

3,  Transfers  to  Other  Bureaus  and  Offices  of  the  Department.  Wl.en 
property  has  been  authorized  by  the  Chief,  Ofiice  of  Plant  and 
Operations,  or  the  Chairman  of  a  Department  Area  Equipment  Com- 
mittee to  be  transf arr-^d  f rcTj  this  Ad.ninistr8.tion' to  anothor 
Bureau  or  office  of  the  Department,  the  transferring  officer  will 
prepare  and  execute  an  original  and  four  copies  of  the  form,  and 
forward  the  original  and'  three  copies  to  the  Central  Office. 

The  Central  Office'  v;ill  ntunb-er  the  invoice  and  forward  the  orginal  and 
two  copies  to  the  receiving  bureau  or  office  vrith  instructions  to 
recei]pt  the  invoice  upon  delivery  of  the  property  and  retu.rn  the 
original  and  one  copy.     Tho  original  of  the  completed  invoice  will 
be  retained  by  the  Central  Off  ice  and  tho  signed  copy  forvrarded  to 
the  transferring  officer. 


4,  Transfors  to  Other  Federal  Depart?jents  and  Independent  3sta"blish~ 
ments.  The  transfer  of  property  to  other  Fedsral  departments  arid 
independent  establishments  will  "be  ha.nriled  in  s.ccordajice  with  the 
procedure  outlined  in  the  preceding  sub -paragraph.  Such  tra,ns- 
fers  me.y  not  be  made  except  when  authorized  "by  the  I'feshington,  or 
a  Regional  office  of  the  Procurement  Division,  Treasiiry  Depa.rtment, 

Form  AD-103.  Report  of  Property  Constructed.    Upon  completion  of  the 
construction  of  a  piece  of  nonexpendable  property  by  p.n  employee  within 
the  Administration,  the  accountable  officer  will  prepare  and  execute 
ejx  original  and  two  copies  of  the  form,  retain  one  copy,  and  forward 
the  original  ajid  one  copy  to  the  Central  Office.     Tl-.e  Central  Office 
will  number  the  report,  retain  the  original,  and  for^'^'ard  the  copy  with 
the  property  card  and  decalcomania  transfer  to  the  accountable  officer. 
If  another  nonexpendable  article  wa??  dismantled  or  used  in  the  construc- 
tion of  the  new  piece  of  property,  this  fact  should  be  reported  on 
Form  iUD-112. 

Form  AIl-109,  Report  of  Surplus  or  Unserviceable  Property.     This  form  is 
for  use  of  the  field  offices  in  reporting  surplus  serviceable  or  m:.3orv- 
icea.ble  property  and  a  separate  report  ^-dll  be  required  as  follows  in 
the  case  of; 

1.  Unsorvicea,blo  Property.     The  e.ccouiitable  officer  will  prepare  ajid 
execute  an  original  ?:nd  two  copies  of  the  form,  retain  one  copy, 
and  forward  the  original  and  remaining  copy  to  the  Central  Office 
for  issuance  of  instnactions  as  to  the  disposal  of  the  property 
reported.     The  Regional  Board  of  Survey  v/ill  indicate  on  both 
copies  of  the  report  the  disposition  to  be  made  of  the  j)roperty. 
Retain  the  carbon  copy,  and  return  the  original  to  the  accountable 
officer  for  disposition  of  the  unserviceable  property.     In  order 
to  avoid  improper  use  of  this  form  ezid  to  eliminate  unnecessary 
paper  vrork,  unserviceable  property  is  defined  as  follows: 

a.  Property  which  is  broken,  worn  out,  dismantled,  or  damaged  and, 
cannot  be  repaired  economically  or  does  not  have  any  sales  value. 

b.  Property  ^^'hich  is  worn  out  and  no  longer  serviceable  to  the 
activity,  but  which  has  a  sales  value. 

Form  AD-112  mentioned  belov  will  be  used  in  reporting  the  first 
class  of  ujiserviceable  property  azid  Form  AB-IO*^  the  second  class 
of  ujiserviceable  property, 

2.  '    Serviceable  (or  Surplus)  Property.     The  accountable  officer  will 

prepare  ajid  execute  an  original  and  one  copy  of  the  form,  retain 
the  copy,  and  transmit  the  original  to  the  Central  Office  for 
issua,nce  of  instructions  as  to  the  di.^position  of  the  serviceable 
property.     Instructions  for  disposition  v/ill  be  given  by  the  use 
of  For;ji  .-ir-llO. 

(iTote:    Until  final  instructions  a.re  issued  by  tho  department  relar- 
tive  to  the  Iriandling  of  sui-plus  serviceable  propertj'-,  the  field 


offices  will  -report  such  property  to  their  Central  Office,     If  the 
property  is  not  required  within  the  region,  the  Central  Office  v;ill 
report  it  to  the  Area  Agricultural  Bquipment  Committee  and  forv;ard 
a  copy  of  the  report  to  the  Procurement  Section,  Administrative 
Services  Division,  Washington,  D.  C.    Lahoratory  and  scientific 
eojaipment  reported  surplus  hy  field  offices  ii'hich  is  not  req^u.ired 
for  use  elsewhere  in  the  region  will  "be  reported  by  the  Central 
Office  directly  to  the  Procurement  Section,  Administrative  Serv- 
ices Division,  rather  than  to  the  Area  Agricultural  Equipment 
Committee. ) 

The  "branches  and  divisions  in  Washington  vdll  not  report  hut  trtmsfer 
all  surplus  and  xinserviceahle  property  to.  the  Surplus  Property  Pool, 
which  is  under  the  ciistody  of  the  Procorem'^nt  Section,  Administrative 
Services  Division. 

•    ^orm  iUD-.110,  Authorization  for  Disposition  of  Serviceahle  Property. 
The  Central  Offico  will  prex^are  and  execute  an  original  and  one  copy 
of  the  form,  and  will  indicate  the  disposition  to  "be  made  of  the 
property,  retain  the  copy  and  transrtiit  the  original  to  the  accountahle 
officer  for  action  as  indica.ted  thereon.    These  authorizations  will  "be 
issued  as  determination  is  made  as  to  disposition  of  each  article  or 
group  of  articles  reported  as  surplus.    This  will  make  it  unr).ecessary 
to  '-ithhold  issuance  of  authorization  for  disposition  until  it  has  "been 
determined  i-rhat  disposition  is  to  "be  made  of  all  the  articles  included 
in  one  report  (Form  AD-109). 

F.    Porm  Ad-111.  Report  of  Disposition  of  Property.     This  form  will  he  used 
only  when  authorization  (Form  AD-109  for  unserviceahle  property  and  Form 
AD-llO  for  serviceahle  property)  has  "been  givan  for  the  disposition  of 
property'-  "by  sale.    V/hen  property  has  heen  sold  accordingly,  the  Field 
Board  of  Survey  will  prepare  and  execute  an  original  and  two  copies  of 
the  form,  retain  one  copy,  and  forward  the  original  and  remaining  copy, 
together  with  the  proceeds,  to  the  Central  Office,    That  office  will 
mjunhar  the  report  and  have  the  certificate  showing  the  receipt  of  the 
proceeds  executed  hy  the  Regional  Finance  and  Accounts  Office.  The 
Central  Office  will  retain  the  original  and  forward  the  copy  to  the 
accountahle  officer. 

Form  AD-US,  Report  of  Loss  or  Dam.age  of  Property.    An  original  and 
two  copies  of  this  form  vdll  he  prepared  and  executed  by  the  account— 
alDle  officer  or  when  it  is  known,  hy  the  employee  responsible  for  the 
property  at  the  time  of  its  loss  or  damage.     In  the  latter  case,  the 
report  will  be  initialed  by  the  accountable  officer.    The  accountable 
officer  will  retain  one  copy,  and  forward  the  original  and  remaining 
copy  to  the  Central  Office,    The  report  will  then  be  referred  to  the 
Board  of  Survey  for  determination  a,s  to  whether  the  accountable  offi- 
cer or  the  employee  concerned  shoxild  be  relieved  of  or  held  finajicial- 
ly  responsible  for  the  property.     If  the  accountable  officer  or  employee 
is  held  financially  responsible  for  the  property,  the  Boa,rd  of  Survey 
will  determine  the  current  value  of  the  property  and  forward  both  copies 
of  the  report  to  the  Finance  ejid  Accounts  Ofjrice  for  execution  of  the 
Fiscal  Officer *s  Certificate  and  for  notifying  the  (General  Accounting 
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Office,  as  required  by  law,  of  the  action  to  t»e  taken.     The  finance  and 
Accounts  Office  will  request  pB.yment  of  the  amount  determined  to  "be  due 
the  Government  and  return  the  report  to  the  Central  Office.     That  office 
will  number  the  report  ajid  return  the  copy  to  the  accountable  officer. 

H.    Forms  AD-115  and  AD-113-A.  Physical  Inventory  Report.     These  forms, 
which  will  be  furnished  by  the  Csntral  Office  around  December  15  of 
each  year,  will  be  used  in  submitting  an  annual  physical  inventory 
report  of  all  nonexpendable  property  on  hejid  at  the  end  of  each  calen~ 
dar  year  or  as  of  December  31,     The  accountable  officer  will  prepe.re 
an  original  and  two  copies,  execute  Form  Ad-113,  retain  one  copy,  and 
forward  the  original  and  remaining  copy  to  the  Central  Office  by  not 
later  than  February  1  following  the  current  inventory  date.     In  pre- 
paring the  report,  the  items  should  be  listed  numerically  by  property 
numbers  and  alphabetically  by  class  or  description,  so  as  to  simplify 
the  auditing  work.    After  adjustment  of  any  discrepancies,  the  Central 
Office  will  approve  the  report  and  return  the  copy  to  the  accountable 
off  icer, 

SECTION  X  -  BO^DS  OF  3UP.VEY 

A.  Field. 

1.  A  Board  of  Survey  to  consist  of  the  three  senior  members  is 
established  for  each  field  office.    Where  an  office  is  manned 
by  less  than  three  employees,  the  membership  of  the  Board 
shall  include  an  official  in  charge  of  another  office,  if  an^j'-, 
located  in  the  same  city.     In  cac-e  of  two  or  more  other  offices, 
this  official  sl'is.ll  be  the  one  in  charge  of  the  nearest  office. 
If  it  is  not  possible  to  constitute  a  Board  of  three  members 

in  this  manner,  the  Board  may  consist  of  two  members  only. 

2.  It  will  be  the  responsibility  of  members  of  Boards  of  Survey  to 
exercise  independent  judgment  and  not  be  influenced  or  coerced 
by  the  recommendations  or  suggestions  of  other  Board  members, 
fellow  employees,  or  superior  officers,    Extreme  care  and  caution 
should  be  taken  by  them  in  making  recommendations  for  the  dis- 
position of  Government-owned  property  because  their  actions  are 
always  subject  to  review  after  the  case  is  closed.    Any  membor 

of  a  Board  of  Survey  dissenting  from  the  recommendation  of  the 
other  members  should  file  a  separate  recommendation. 

3.  It  will  be  the  duty  of  Field  Boards  of  Surv'=.y  to  (a)  inspect  un- 
serviceable property  or  material;  (b)  rocommend  to  the  Hcgional 
Board  of  Survey  disposition  of  all  unserviceable  property  or 
materials;  anid  (c)  dispose  of  such  property  or  materials  in  a.c- 
cordance  with  provisions  of  the  authorizations  of  the  Regional 
Board  of  Survey. 

4.  When  making  a  recommendation  for  the  disposition  of  unserviceable 
and  worn-out  property,  the  Boai-d  should  determine  wnether  the 
life  of  the  item  has  been  shortened  by  misuse  and  whether  the 
item  is  of  no  value  or  whether  it  could  be  made  available  for 
further  use  at  a  justifiable  cost.     The  following  facts  sho^old 
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bo  taken  into  consideration;  ... 

a.    Consider  the  expense  of  reconditioning,  storing  and  safety 
regulations,  as  compared  to  the  replacement  value. 

h..    Consider  whether  the  item  should  be  salvaged,  destroyed, 
sold  as  Junk,  or  offered  for  sale  as  a  condemned  item  from 
which  some  individual  might  derive  further  use, 

B,  Regional 

1.  A  Board  of  Survey  to  consist  of  the  Assistant  to  the  Regional 
Administrator,  the  Chief  of  the  Regional  Administrative  Services 
Division,  and  the  Chief  of  the  Procurement  Section,  Regional 
Administrative  Services  Division,  is  established  for  each  Regional 
Office.    The  Chief  of  the  Regional  Administrative  Seo^-vices 
Division  T\rill  serve  as  Chairman  of  the  Board. 

2.  It  will  be  the  duty  of  Regional  Boards  of  Survey  to  (a)  in- 
spect unserviceable  property  or  materials  located  in  offices 
within  the  immediate  Regional  Office  set-up;  (b)  consider  and 
determine  disposition  to  be  made  of  -unserviceable  property  or 
materials  covered  by  reports  received  from  Field  Boards  of 
Survey;  and  (c)  consider  reports  covering  lost,  stolen,  or 
damaged  property  and  approve  or  disapprove  relief  of  responsi- 
bility by  the  accountable  officer. 

3.  In  reviewing  reports  covering  property  which  has  been  stolen, 
lost,  or  damaged,  the  Regiona.1  Boards  of  Survey  should— 

.a.    Consider  the  circumstances  surro;mding  the  theft,  loss,  or 

damage,  and  demand  full  and  adequa.te  statement  of  particulars* 

b.  Determine  whether  the  theft,  loss,  or  damage  was  unavoidable 
or  whether  carelessness  or  negligence  was  involved. 

c.  Determine  v/hether  the  accountable  officer  had  telcen  proper 
steps  within  his  organization  to  prevent  such  thefts,  losses, 
or  damages  and  whether  a  reasonable  effort  'A^as  made  to 
recover  the  lost  item, 

d.  If  the  emplo5'"ee  is  held  financially  responsible  for  the 
property,  determine  the  depreciated  value  as  of  the  date  the 
theft,  loss  or  damage  occurred,  taking  into  consideration 
the  age,  original  cost  or  cost  of  replacement,  and  the  value 
already  received  through  use  of  the  item. 

C,  Wa.shington 

1.    A  Board  of  Survey  to  consist  of  the  Chief  of  the  Procurement 

Section,  the  Head  of  the  Property  Utilization  and  Records  Unit, 

Procurement  Section,  and  the  Administrative  Officer  of  the 
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Administrative  Services  Division,  is  established  in  Washington, 
The  Chief  of  the  Procurement  Section  vrill  serve  ?.s  chairman  of 
the  Board. 

2.     It  will  be  the  dMty  of  the  Washington  Board  of  Siorvey  to  (a)  con- 
sider reports  submitted  by  the  accountable  officers  of  the 
branches  and  divisions  covering  property  stolen,  lost,  or 
damaged,  and  (b)  recommend  to  the  Chief  Of  the  Administrative 
Services  Division,  vrho  will  serve  as  reviewing  and  approving 
officer,  whether  or  not  the  accountable  officer  should  be  re- 
lieved of  financial  responsibility. 


Attachments 


F-526 
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^.10^  U.  S.  Department  of  Agriculture  Report  No. 

.„..E)-0i).i)is.Tiiiau.[]:iQH..ADMifiism2:iQiir.-- 

(Bureau) 

REPORT  OF  TRANSFER  OF  PROPERTY 

From  G^ain.  Products-Branch.   To  .....^k^..m^.J.P.S9^3]>]:^.lK^^ 

 .„Chicag0j,__Illinpi8   l^'^..^2K^.i..^.^!^.J.9.^^.  


Quantity  or 
property  No. 

Description  of  article 

Cost  or  appraised 
value 

Condition,  remarks,  etc. 

1234-aMS 

Chair,  'bentv/ood,  without 
oak 

$2.50 

2351-AMS 

Chair,  typewriter,  posture 
type,  metal,  olive  green 
finish 

5.50 

Good 

9106-SMA 

Desk,  flat  top,  single, 
60  X  34" ,  oak 

32.50 

Excellent 

4243-AMS 

Typewriter,  Underx^rood, 
No.  11-4367845 

70,00 

Fair 

Shipped  via 

 on  Bill  of  Lading  No  

Number  of 
  packages  

Invoiced 

April  15,  1943 

Received  

April  25,  1943 

Name   

(Date) 

James  D,  Doe 

Name  

(Date) 

John  H.  Eoe 

Title  

Grain  Supervisor 

Title  

Marketing  Specialist 

'  FISCAL  OFFICER'S  CERTIFICATE 


I  CERTIFY  that  the  necessary  entries  have  been  made  to  adjust  the  accoimting  records. 


(I'ate)  Fiscal  Officer 


PROPERTY  OFFICER'S  CERTIFICATE 
I  CERTIFY  that  the  necessary  entries  have  been  made  to  adjust  the  property  records. 


Property  Officer. 

'  [OVEE]  8—12422 


Report  No   

REPORT  OF  TRANSFER  OF  PROPERTY— Continued 


'   1 

Qiiantity  or 
property  No. 

Description  of  article 

Cost  or  appraised 
value 

Condition,  remarlis,  etc. 

> 

1 

 - — 

(When  used  as  a  continuation  sheet,  use  this  side  only) 

U.  S.  GOVERNMENT  PRINTINS  OFFICE  8  12422 


I 


Report  No. . 


REPORT  OF  PROPERTY  CONSTRUCTED 

U.  S.  DEPARTMENT  OF  AGRICULTURE 

(Bureau) 

...CiCLttQii.-ancL.i:iTiec.:Branch   ...Stonevine^..Mi8slBAip^^^^^   .....My.A»..A?i5- 

(Unit)  (Location)  (Date) 

To    Chiefs  Region&l  Administrative  Services       ,  at  .-.A*^.??.*?:!..-^?9^Sia 

Division 

It  is  hereby  reported  that  construction  of  the  property  hsted  below  has  been  completed. 

Signature  JxDhiL.2__.jDi3J5.    Title ......  Jenio?  .Tec^^^^   


Quantity  or  Property  No. 


Description  of  Article 


Meter,  frontage,  crop  estimating, 
12-'bank,  No.  89 


Cost  or  Appraised 
Value 


145.00 


Remarks 


FISCAL  OFFICER'S  CERTIFICATE 
I  certify  that  the  necessary  entries  have  been  made  to  adjust  the  accounting  records. 


(Dale) 


Fiscal  Officer. 


PROPERTY  OFFICER'S  CERTIFICATE 

I  certify  that  the  necessary  entries  have  been  made  to  adjust  the  property  records. 


(Date) 


U.  S.  GOVERNMENT  PRINTING  OFFICE       8  10656 


Property  Officer. 


< 


AD-109  Report  No   

U.  S.  DEPARTMENT  OF  AGRICULTURE 

-Kicm-DisolEiBUTifiN^ADkimsmalicm 

(Bureau) 

REPORT  OF  SURPLUS  OR  UNSERVICEABLE  PROPERTY 

.-.5oiij34a.-an(L-J'-ib^i--3.r.a.n&-h  ...iialvB^iiiiL,.Jhsjs£kK.....   iJ}ino...l?.»..l?.i.5-  

(Unit)  (Location)  (Date) 

Chief,  Regional 

To  ....Adm-inie^yative-Sei^-ie-e-s-Mv-i-s-i-e^t--  >   Dallas.,..T.ejsaa---   - 

It  is  requested  that  instructions  be  issued  as  to  the  disposition  of  the  property  listed,  which  is 
surplus — unserviceable.  * 

Signature  James-De^e   Title  ..... Smlpr _CoUon 

'Separate  report  must  be  rendered  for  each  kind  of  property.   Strike  out  word  not  applicable. 

To  ,  ,  at  „.   

Forwarded  for  approval  and  authorization  to  dispose  of  the  unserviceable  property  as  recommended. 

Signature        

Title      


To     .,  at 

You  are  hereby  authorized  to  dispose  of  the  property  


("as  recommended"  or  indicate  disposition) 

Signature   Title 


quantitt  or 
Peopeety  No. 


11458-^iMS 


10689-AMS 


10591-Sia. 


Desceiption,  Condition,  and  Estimated  Value 


Chair,  typowiter,  posture  typo,  metal,  olive 
green  finish 

Good  condition.    Estimated  value  -  $4.00 
Desk,  flat  top,  double,  66  x  54",  oak 

Pair  condition.    Estimated  value  -  $15,00 
Desk,  flat  top,  single,  60  x  34",  oak 

Pair  condition.    Estimated  value  -  $10.00 


Recommendation 


(OVER) 


8—10617 


Report  No. 

REPORT  OF  SURPLtJS  OR  UNSERVICEABLE  PROPERTY-Continued 


U.  S.  GOVERNMENT  PRINTING  OFFICE 


(When  used  as  a  continuation  sheet,  use  this  side  only) 


AD-110 


Authorization  No. 


U.  S.  DEPARTMENT  OF  AGRICULTURE 
POOD  DISTRIBUTION  ADMINISTRATION 

(Bureau) 

AUTHORIZATION  FOR  DISPOSITION  OF  SERVICEABLE  PROPERTY 


Regional  Adminlstratlrre 
Services  Division 

(Unit) 


DallaB,  Texas 

(Location) 


To  Ctttton-and_-El"ber_  Branch  ,  at  

It  is  directed  that  the  property  listed  be  disposed  of  as  indicated. 
Signature  JpM-D._.Dpe_   Title  ... 


August  20,  1943 

(Date) 

Galveston,  Texas 


Chief,  Regional  Adminis trac- 
tive Services  Division 


To 


at 


Forwarded  for  action  as  indicated. 


Signature    Title 


Quantity  or 
Property  No. 


H468-AMS 

10639-AMS 
10691-AM$ 


Article 


Chair,  typewriter, 
posture  type^  metal 
olive  green  finish 

Desk,  flat  top,  dovil|le, 
66  X  54",  oak 

Desk,  flat  top,  sin^e, 
60  X  34",  oak 


Report 
Reference 


Authorized  Disposition 


Transfer  to  Division  of  Ceral 
Crops  and  Diseases,  Bureau 
of  Plant  Industry,  505  Post- 
office  Building,  Galveston, 
Texas. 


(oveh) 


i— 10590 


AUTHOBIZATION  No.   

AUTHORIZATION  FOR  DISPOSITION  OF  SERVICEABLE  PROPERTY— Continued 


Quantity  or 
Propektt  No. 

Article 

Report 
Reference 

Authorized  Disposition 

(When  used  as  a  continuation  sheet,  use  this  side  only)      u.  s.  government  printing  office  s— iosqo 


AD-111 


U.  S.  DEPARTMENT  OF  AGRICULTURE 

..mOJi.mSTRIBIJIIM.-ADMraiS^^^ 

(Bureau) 


Report  No. 


REPORT  OF  DISPOSITION  OF  PROPERTY 

Dairy  and  Poultry  Branch         Boston,  Massachusettp  March  21,  1943 

(Unit)  (Location)  (Date) 

To  .GMef,..M£ioml.  Admin  S^rviS^s^t    

Certification  is  hereby  made  that  the^proper'ly listed  on  the  reverse  side  has  been  disposed  of  as 
authorized.    The  manner  of  disposition  has  been  indicated  in  the  "Disposition"  column. 

Signature  1^°^.^^°^  

rj^^^Ye  Marketing  Specialist 

STATEMENT  OF  SALE 


Quantity  or 
property  No. 


24314-AMS 


Article 


Machine,  computing, 
Monroe,  No tLA.-5-220- 

196690 


•Sales  slip  No. 


1285 


Name  and  address  of  buyer 


J.  D.  Smith, 

Boston,  Massachusetts 


Amount 


1 70 


Amount  of  gross  proceeds 
Disbursements : 


Net  Amount 


7D 


TO 


00 


-00* 


•  Where  numbered  sales  slips  are  used  the  numbers  of  the  slips  should  be  inserted  and  copies  of  the  sales  slips  should  be  attached  to  the  copy  of  this  form  trans- 
mitted to  the  Fiscal  Officer. 

FISCAL  OFFICER'S  CERTIFICATE 

I  CERTIFY  that  the  sum  of  $   has  been  received  in  payment  for  the  property  sold  and 

has  been  transmitted  for  deposit  by  Schedule  of  Collections  No.  ,  dated  

I  certify  that  the  necessary  entries  have  been  made  to  adjust  the  accounting  records. 


(Date) 


Fiscal  Officer. 


PROPERTY  OFFICER'S  CERTIFICATE 

I  CERTIFY  that  the  necessary  entries  have  been  made  to  adjust  the  property  records  in  accordance  with 
the  disposition  made. 


i — 10602 


(Date) 


[ovee] 


Property  Officer. 


Report  No. 

REPORT  OF  DISPOSITION  OF  PROPERTY 


Quantity  or  property  No. 

Article 

Cost'  • 

- .;   J^arne  of  officer  to  be  relieved 
of  accountability 

Authorization 
reference 

Disposition 

(When  used  as  a  continuation  sheet,  use  this  side  only) 


U.  S.  GOVERNMENT  PRINTING  OFFICE  8 — 10602 


^-"2  Report  No. 

U.  S.  DEPARTMENT  OF  AGRICULTURE 

FOOD  LISTEIBUTION  AJDMIia^MTION^^ 

(Bureau) 


REPORT  OF  LOSS  OR  DAMAGE  OF  PROPERTY 


(Uni^t)  (Location)  (Date) 

Chiefs,  Regional  .Administrative  _  „  *jr«^v,«c  T<->mQ 

To  Service?   at  Moines,  Iowa 


I  do  solemnly  swear  or  affirm  the  property  listed  on  the  reverse  side  of  this  r.eport  charged  to  

 at  has  beer 

lost,  stolen,  destroyed,  or  damaged,  in  the  manner  stated  in  the  "Explanation"  column. 

Signature  ...John  Doe   Title    Asst . Jferketing  SpeciaHst 


RECOMMENDATION 

Date  

All  the  available  evidence  and  testimony  have  been  examined,  and  it  is  believed  that 


and  it  is  recommended  that 


Signature  

Title  

Forwarded,  concurring  in  the  above  recommendation. 

Signature   Title   

DECISION  OF  REVIEWING  OFFICER 

Date 

Approved  for    ....^  


Signature   Title  

FISCAL  OFFICER'S  CERTIFICATE 

I  certify  that  the  sum  of  $   has  been  billed  for  the  property  for  which  the  employee  has 

been  held  financially  .accountable,  and  that  immediate  steps  will  be  taken  toward  collection  and  deposit  of 
the  amount  indicated  and  that  the  General  Accounting  Office  has  been  advised  of  such  charge  as  provided 
by  28  Stat.  47,  as  amended  by  37  Stat.  591,  and  42  Stat.  24.  I  certify  that  the  necessary  entries  have  been 
made  to  adjust  the  accounting  records. 


(i^ate)  Fiscal  Officer. 

PROPERTY  OFFICER'S  CERTIFICATE 

I  certify  that  the  necessary  entries  have  been  made  to  adjust  the  property  records. 


(Date) 

8—12600 


(OVER) 


Property  Officer. 
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Page  No.  1 


U.  S.  DEPARTMENT  OF  AGRICULTURE 

ST  RliyX  I  ON 

(Bureau) 


PHYSICAL  INVENTORY  REPORT  FOR  THE  PERIOD  ENDING  .  ..Dec  einb.er__3J^ 


Civilian  Programs  Branch 

(Division) 


(Unit) 


I  certify  that  I  have  made  or  caused  to  be  made  a  physical  inventory  of  all  of  the  ...nonexp^ndaJDlfi. 

 property  at  this  office  and  I  further  certify  that  the  articles  listed  on  pages  1  to  

inclusive,  were  on  hand  at  close  of  the  business  .P.?.?.^.^^.?.^...?.?:?...?'.?.^?.  


John  D,  Smith 

(Signature) 


(Date) 

Ii/larketing  Specialist 

(Title) 


QUANTITY  OR 
PROPERTY  NO. 


COMPLETE  DESCRIPTION  OF  ARTICLE 


61864-  SMA 

61865-  SM 

618 66-  SMA 

61867-  SlvlA 
61869-SM 
61875- SIvIA 

61878-  Sm 

61879-  SMA 

61880-  Si/IA 
61891-SKU 

61895-  SMA 

61896-  SIviA 
61899- SM 
61905- SM 

61907-  SM 

61 908-  SMA 
51910- SMA 


61915-  SIviA 

6191 6-  SMA 

61917-  SMA 

61923-  SI.tA 

61924-  SFiA 
51925- SMA 

61926-  SMA 

61927-  SMA 
51929- SMA 
61930- SMA 
61932- SMA 


Automobile,  passenger-carrying,  1941  Cihevrolet  coupe,  Motor  No, 
3284568 

Cabinet,  card  index,  3x5",  4-drawer,  oak 
"  "         "       5x8",  2-drawer.  oak- 

Case,  brief  carrying,  lawyer  type,  browi 
Chair,  bentwood,  without  arms,  oak 

"       revolving,  with  arms,  oak 

"       non-revolving,  with  arms,  oak 

"         "  "  without  arms,  oak 

"       typist,  posture  type,  metal,  oak  finish 
Costumer,  metal,  oak  finish 
Desk,  flat  top,  single,  60  x  34",  oak 

Desk,  typewriter,  right  pedestal,  60  x  34",  metal,  oak  finish 
Envelope,  leather,  with  zipper  fastener,  brown 

Fan,  desk,  electric,  16",  Westinghouse,  110  volt,  a.c,  #1128343 

Holder,  copy.  Error- No. 

Mirrow,  office,  26  x  15",  oak  frame 

Screen,  office,  folding,  4-fold,  oak 

SECTIONS,  HORIZONTAL,  33"  WIDE 

Base,  13",  oak 

It      25"!  " 

Bookcase,  with  glass  door,  13  x  12-3/4",  oak 
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Storage,  double  height,  17",  with  glass  doors,  oak 
Top,  13",  oak 
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PHYSICAL  INVENTORY  REPORT— Continued 


QUANTITY  OR 
PROPERTY  No. 

COMPLETE  DESCRIPTION  OF  ARTICLE 

68541-514^ 

Tbp,  17 »,  oak 

68542-SMil 

Vertical  cap,  25",  2-drawer,  oak 

68543-Sn<i 

Vertical  lottor,  25",  2-a.rawer,  oak 

58544-SMA 

"            "         25",  2-drawfir,  oak 

SECTIONS,  UPHIG-HT 

68549-3141 

Base  (leg),  25",  metal,  oak  finish 

68550-SI'lil 

ti       H       25",      "         "  " 

58551-SKA. 

End,  25",  metal,  oak  finish 

68552-SMA. 

"      25",      If         «  K 

58553-SI4A 

Vortical  lottnr,  35",  4- drawer,  metal,  oak  finish 

69218~SMA 

Stand,  t'noowrit  :;r ,  tu"bular  type,  oak  finish 

68554-SMil 

Table,  offics,  36  x  24",  onk  " 

71483-lIlA. 

"       ■    "         72  X  34",  metal,  oak  finish 

68555~SMA. 

Typ.3v/riter,  Undervrood,  Ho.  11-3987975 

71621-m 

"                  "           !Io.  11-5235792 

68556-SM 

'.iTardrohe,  single,  oalc 
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Ammeters 
Analyzers: 

Color,  motor-driven 

Cotton  waste,  iuotor-di'iven 
-'•inamometers 

ijinunciators,  box  tjpe,  i/dth  station 

indicators 
snivels 
Api-ratus : 

Condi  t ioning ,  air 

Cotton  fiber  drav-lng  fraiiie 

Cotton  seed  batch  mixer 

Digesting 

Distilling 

iivennass  conti-ol,  ^arn 
Eixtraction 

For  coniparins  thermonetei-s 
Iv'umberin'?,,  yarn 
Pro  jactinr^;  fiber 
Tebtin,^;,  balance.  Jelly 
resting,  :/--.rn 
./ashing,  ^J.r 

w'eight-per-busliol,  ^,rain 
.iSpirators,  except  glass 
Asseuibly,  temperature  regulating 
/■t  c'Gacj.ijiwnt  s  i 

Cajnerc,  including  portrait 

Stencil  indo:..ogroph 
r.u  toiiio tive  3quipment : 

r assenger-carrying 

Station  "v.'agon 

Trcxtor: 
Ci'aviler  type 
Farm  type 

Truck 

iiuxiliaries,  norcurjr  tube 
Backgrounds ,  pho tographi c 
E..ci-.;s,  multiplying 
Badges,  metal 
Ba^s: 

Lail,  messenger 

Travellin^i,  hand 
3al^.ncss:  • 

iUial3-tical  (glass  enclosed) 

Dial  spriiig 

Comber  waste 

C omput ing ,  ...L.cK enzie 

Laboratory,  general 

Torsion 

Barrels,  metal  (except  one  tine  shipper) 
Bases,  for: 

Addressing  machine  cabinet 

Pressure  meter 


Eases  (cont'd): 

Vertical  cap  or  letter  trc^y 


Transfer  c 


cap  01'  letter  size 


Baskets,  truck,  mowited  on  casters 
Baths : 

Pa.raffin 

U'ater,  copper 
Benlhes,  vvork 

Binders,  visible  index,  card  s:;''stem 
Bins,  cotton,  *«vocden,  on  v/heels 
Blinds,  Venetian 
Blov/ers 

Boai'ds,  bulletin 
Boilers,  steam 
Bookcases: 

Cabinet 

Kevoiving 
Boots,  rubber 
Bortirs,  cork 
Bottles,   i:hei''i,.i0S ,  i.ietal 
Boxes: 

j3ani:er '  s  note 

Crsh 

Const^.nt  temporatui^e 
Cotton  holding 
Jilectric  resist:ince 
liluiainating 
l.iiter 

Brushes,  air  cleaning 
Burners^  bl...st 
Cabinets: 

addr  e  a  3  ing  ii£.  chi  iie 

Bread  f erjaentation 

Card  index,  filing,  regular  type 

Card  iridox,  for  visible  filing 
system 

Dr-ax'Jing  table 

Filing,  ndscellaneous 

Grain  t^-pe 

Laboratorjr 

Lap  and  plan  file,  C<jllo-Clip 
Ledicine  and  toilet 
Loistui'e  tester 
Photographic,  cotton 
Stc'.taonery  (for  desk  tops) 
Stencil  proofing 
Supply  ciid  stoi'-j.ge 
Typei;riter ,  soundpr ooi 
wall 

Calcul;.tors,  slide  rule,  Thatciier 
Calipers,  square 
Cr-.iLeras 
iSnlargmg  and  reducing 
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Gainarcs  (cont'd): 
L.otion  .jictiire 

Photographic,  liliA,  plcta,  all  sisec; 
Oasis,  aGlf-closi/ig  for  scrap'  fiiiii 
Ccirpets 

Carriers,  lugga^-e,  autci/iobile 
Cars : 

Dolling  and.  spinning 

Roving 
Carte,  riask  carrying 
Cases  2 

Display'-,  !iriisei:ir.i 

Herbari^jj:i 

llail  sorting 

Ixap,  roller  front 

Telescope 

Tr/msfer  storage,  cap  or  let\,er  size 
Jail,  cupboard,  etc. 

C^^ses^  carrying: 
xjriex 
Garr-era 

Goixiputing  inachine 
Cotton  sorter 
Dictaphone  record 
Lanbern  slide 
Feaometer 
Plate  holder 
Pil;.;  sti'ip,  proj:;Ctor 
Suit 
Chans: 
Bentv.ood 
,  Bentsteol 
Dv:;sk,  revolving,  with  or  "i.itiiaut  arifis 
Fold-:-ng,  iaetal  or  vjood 
OXlxde,  not-revolving,  vdtli  or  \.athout 

Step-ladder 

T^'pOi/vriter 
Chambers ,  D^..rLla.cld 
Chests,  tool 
Chogpers : 

Food 

Cleaxiei's: 
Floor 

Photoplate 
Clocks ; 

Des^.  or  iiiantel 

Photo- timing 

Tii.ie-recording 

'iall  , 
Coi'ts,  rubber 


Color  iju->i  1  dr  s 
Comparai-oi  s ,  co.:.or 
Compensators : 


J  a 


ao 


Compressors,  ^.ii  .  pjrLaole 
Cojnptometers ,  pocket,  vjatch  type 
o^ndeiisers » 

L.etal 

LJLcroscjpe 
Cool e r s ,  v<\ ..  0  J r ; 

Bo  ttl  J  t^  J..'  e ,  oi  a  c  tr i  c 

InverLv,d  botale  tgpe 

o  'JcX  ^lonar^'  t'  'jj 

TaruY  tvpu 
Cost  ui'iie  I'  3 

V 

Couches 
CouiiOer  J : 

Cotton  yarn  t.vist 

Revolution 

Suter  pick  and  cour-se 
Cultivators,  farm. 
Cupboj-rds,  stationery,  steel 
Cut  a  or  s,  siiali  gr^-in,  hruid 
Desks: 

accounting  laachiae 

Bookkeeping 

Flat  top,  double 

Flab  toj.:,  single 

Posting,  drop  center  type 

PloII  top 

ooctioiial 

Typewriter,  dr-;p  center  t;^e 
Ty^)ey;riter,  p«dest£'.l  type 

Detectors,  double  sP^eet 

Devices : 
oom'i-.  atm'" 


fibers 


4ti 


iv.easuxan^; 

a canning . 
■11 


lo^f 


estiiic-T,  lioer 
.irap;jing,  cotton  fiber,  Chcndler 
Dies,  for: 
Castitigs 
Cloth  cutting 
liabossmg 
Distributors,  mail  (and  cP.eck) 
Jrier;;,  print ,  pnoto 
Drills : 
i^ilectric 
Grain 

Druii'is,  se^irLless,  jJLkali,  met:J. 
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jvico 
!,  eloctric: 


Easels: 
Enlarging 

Foldiiig 

Electrodes^  for  liioiiiture  meter 
Envelopes;,  leather,  with  zipper 

f  u.stenar 
Suscopes 
Ej'opiecos: 
Licroiuetcr 
Liicro  scope 
Extinguj.sher3,  fire: 
Hand  puLip  tjpe 
Jail  t^7)c- 
Extrcctors , 
Fan£ 

Ceiling 
Dosk  or  vjall 
Exliaust 
Floor 

Feeders,  autoiiiat-ic,  for  :J_meograph 
Files,  letter,  st^el  box 
Finders,  cair.era  ro.no;e 
Fixtures,  display: 
Bases 

Holding  frames 

^fin^s  and  panels 
Floodlights 
Frai.ies : 

Gop3-ing,  piioto 

Displaj 

Printiiog,  photo,  lao tor-driven 

xietouchi^.g,  photo 
Funnels : 

Hopper 

Test  v;eight 
FurnaC'^s,  el'.;ctric 
Gal vanome  ter s 
Gau;es: 

Draft 

Fiber 

Ilicroiiieter ,  hj^drauiic 
Ferf oration,  sievo  ("Go"  and  "No  Go" 
tvpe) 

Pr  e  s  sur  ^ ,  hy dr  auli  c 

Slide,  for  measiormp  di?-:iieter  of  baskets 


Glasses  (cont'd): 
heading 
iteducing 
Grrders^  honey 
Grinders: 
Hand 
Pokier 
Heads,  centrifuge 
harro'v/s,  ciisc 
Heaters : 

Automobile 

Electric,  laboratory 
Electric,  room 
Gas 
Oil 

HoistG,  chain 
Holders: 
Copy 

Cott-on  sorter  c...mb 


Tel, 


;j/;onv. 


Ovtension  tvioe 


Vacuuin 
Generators : 
Electric 

For  ..lotiun  picture  projector 
Germinators,  graim 
Gins,  cotton 
Glasses : 

En.'-'raving 


Jet  plate 
trapping  paper 
iloiies,  cylinder  finishing  ■ 
Hoods,  stone,  cabinet 
Hoppers,  standard  container 
Humidifiers 
Hygrographs 

Hygrometers,  recordxiig 
Illuminators 
Illiiuninoine  t  er  s 
IxiCubators: 
Eovl 

Gram  sproub:Lrag 
Indicators: 
Humidity 
Speed 

Temperature,  balance  type 
Instruments: 

Dra\;ing  (sets) 
Lettering  (sets) 
For  measuring  perforating  force 
id-lliair^Dor  measuring 
Jaiivs : 

Bundle,  cotton  fibur.  Chandler 
Lultiple,  Chandler 
I»2dderS!:: 


Straight 
Laiiips : 
Blast 

Desk,  electric*  (;t^or'Lable) 
Desk,  gas  • 
Egg  testing 
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Lanps  (cont'd): 

Laboratory,  daylight 

Li cro scope 

Photo,  darl;rooia 

Pho  to ,  enlarging 
Lathes,  iaachine,  uo tor^drivi^n 
Lenses: 

Ccraera 

Cundonsing 

Copying 

Lantorn  slide  projector 
Levels,  ^xbney 
Liners,  section 
Lockers,  :uetal  or  •»/■;.. od 
Locks,  pad,  serially  nuiiibered  and 

uniiori.i;/  keyed 
Looms,  cotton,  motor-driven 
Lachinery,  v/uod  vforking 
Lacliiiies: 

Adding 

j-Lddi'essmg 

Billing 

Blue  printixig 

Bookkeeping 

Branding  cheese 

Car  ding ,  c  o  1 1 on 

Centrixugal 

Clea,ning,  grain 

Cleaning,  iiialt 

Computing 

Cutting,  cloth 

Cutting,  fiber,  cotton 

Cutting,  paper 

Cutting,  sa;iiple,  tobacco 

Developing,  black  and  white  line 

Dictating,  dj.ctating  miit 

Dictating,  record  shaving  unit 

Dictatixig,  transcribing  unit 

Drying,  ^rsi^i 

Drying,  hair,  electric 

Drying,  viool 

Duplicating 

Elcvatiog^  -portable 

Kmbossing 

Erasing,  electric 

Folding 

Knotting,  for  yarn 
Linter,  waste  finder 
,   Loaf  moulddng 

billing  (power  ■drill) 
Liixing,  dough 
liixing,  dough  batch 
Liixing,  fiber 


Lachines  ( cont' d) : 
Li-ang,  laboratory 
ilo'Gion  picture  projector 
ii.ulti-counter 
Numbering,  £uton.atic 
Opening,  ls;oter 
Faatxng,  labj± 
Pay  roll 

Pearling,  barley 
Perforating,  foot  pov^er 
Perforating ,  iao tor-driven 
Printing,  photo 
Printiiig,  photostat 
Rolling,  cotton 
Scouring,  r  ice 
Scouring,  \;-ool 
Sealing,  envelope 
3  evri  ng ,  cotton 

Sharpening  and  grinding,  tool 
Shollin;;^,  peanut 
Shelling,  rice 
Sieving,  rice 
Sizing,  seed 
Tabulating,  gang  punch 
Tab-olating,  key  pui'ich 
Tabulating^  key  verifier 
Tallying 

Tape  :..oistening.  Count erboy 

Textile,  card,  flat,  revolving 

Textile,  di-awing  frame 

Textile,  reel 

Textile,  roving 

Textile,  slubber 
^_  Textile,  spinning  frarae 

Texti].  e ,  tv/i  s  t  er 

.^ashing,  print,,  plioto 

VJinding,  cotton,  on  par>J.lel  tubes 

Wire,  stitching 
Magazines,  plate 
iiagnarules,  pocket 
Magnifiers: 
.  Pocket 

Tripod 
Lianometers 

■luarkers,  electric  (electric  pencils) 
kasks,  gas 
Llat  tresses 
Measures : 
Map 

Standard,  di-y  (sets) 
Lleters: 

Electric 

Lioisture,  electric 
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Loters  (cc'iit'd): 
i- ho  to  Gxpuaure 
Iletronoiujs 

l,-icro;.i5t^rs: 

Ou^sidG  aiid  inside 

Slide 
lacr,;  scopes 
Li cro tones 
i.ills: 

Flovir,  experii/.ental 

Grinding 
L.'ii:ieo  scopes 
Lirr.ors,  office 
...odels: 

Cotton  baling  press,  i^iinir.taire 

Elevator,  ,^rain 

Iioiise 

l.iOisteners,  •  stencil,  roller  typo 
l.otors,  for  (when  not  enclosed  or  p:.rt 

of  hiT-chine) ; 

j.ddin^:  lu^.chine 

A  dor  e  3  s  iu£';    la  c  I  i  i no 

Eookkeoping  Ltachino 

C  o j'. r . ' u  X/ il  '.'i 2  i\ lo.  c  n  in e 

Dupli editing  j.i^;.ci:inG 

Eribossin^  ir.achiiie 

Folding  i..achj.nG 

Let'OGr  o^-en-tng  ■,.iachino 

:..i s  c eilano o us  ].;ui'po  se s 

PajToll  ].ia chine 

Seeling  ]Ae.chixie 

Spring 
Loi:ers,  la;.'n 
Co  s  Gpi e CO s ,  Lii c ro  s  cope 
Objectives,  ..dcro^xopo. . 
OcLilcrs,  j.d.croscope 
Ohnioters,  p-recision 
Outfits: 

hrc  lajiip 

Belt  repairing 

Dicto:'ruph 

Duplicating ,  i .ultiste^,up 
Jgg  candling 
?l...t  extraction 
Fl'^shligiit ,  photographic 
Hydrogen 
I.bat  gi'ading 

Printing,  for  lettering  and  linevjork 
P;/rog2'aphy 

Soldering  (g...s  burning) 
<Llding,  gas  or  electric 


Ovens : 

Drjdng,  v:;!  .ctric 

P^^raffiii  3'..bedding 

Vacu"mn 

•Jater,  steuj.i 
Pantographs 
PeaoLieti^rs 
Penetroiiieters 
Pens,  fountain,  desk  sets: 

Parker 

Sheafier 

■.Jateruan 

h11  others  of  sii.dlar  value 
Pens,  fountain,  pocket  type 
percolators^  electric 
Pho  toLJ.  cr  o-  c:j  ..era  s 
Pitci'Grs,  vacuiun,  netal 
Flanii'.ieters 

Flatinu;-.!  end  all  articles  j..adc  thereof 

p].o-.,'s,  fan^i 

1 olorizers 

p-o  t  en  1 1  o'd  e  t  o  r  s 

Fobs,  glue,  electric  (and  stove) 
Pressors,  cot-ton  st..:,plG 
Presses  t 

Baling,  cotton 

C',rk 

Dry  noun ting,  photo 

3:;bossing 

Fruit 

Hay 

Hydraulic 

Laboratory 
Letter  copying 
ketal  3taiVii:)ing 
Plc.nt 

Svjal,  hand  Clever  type) 
Pres^.ure;..eters,  f...r  duugh  feme:itation 
Printers,  i;.ot,ion  picture 
Prisns,  Helle£,e  con^.arator 
Pro jv.:;C tors,  fiL:..  strip,  portable 
Pullers,  gear  ' 
PuiYips: 

Centrifugal 

Coi.^^ressed  air 

Deep  well 

Llercury 

Oil 

Re  Cipro  .c  '  .tJjig 
Spray,  hand 
Vacu'uJi'!. 

'.Jater,  electric 
Punches,  cotton  seed  hull 
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PyroLieters 
Racks : 

uo;.t    (shop  nijie) 

Kjoldalil  flask 

Fostin.r 

SievG  holdin-j 

Yarn 
iT-adios 
iliels^  yarn 
'A  J  f  r  a  c  tone  t  e  i  s 
Ref'lectos,  pi.oto^raphic 
Rofri{;erators 
Reristisrs,  tally 
Regulators: 

Hydrogen,  metal 

Thorn.o,  electric 

Wator  pressure 
Retorts^  coppor 
Rivoturs,  ioot-pow"or 
Rollors^  Kddrosso,^^raph  plate 
Rugs 
Ru]-es: 

Cotton  staple 

Slide 
Sates,  steel 
Sai'iiplers,  i^i'^dn 
3o.ws : 

Circular,  r^o tor- driven 

Gin,  cotton,  jaecha,nical 

Hack,  pov/er 
Scales: 

Computing 

Cotton  bean 

Counter 

Erg  grading 

Floor 

rostal 

Trip 

Ya^rn 
Sco2JOi:.ieters 
ScreeiiSj 

Goj.iera,  tola 

Kali  tone 

Oxfice-,  foldiiig,  v;ood  frsjae 
SJ;CTI0N3 ,  HORlZOijTil. ,  STiUD.atD . 

le^^dTs"  ;:iDE 


Do  cui: lent 

LegrJ-  blajil-c  6-drai/er 
Reducing  beard 

Storage,  single  ^r  double  height 
Top 

VerticrJ.  letter  or  cap 

SECTIONS,  HQRIZU'T.l.,  3T.JJDaRD 
33"  .^IbE 


e,  U",  13^  17",  or  25" 


Bill  and  bulletin 
Bookcase,  vd th  or  v/ithout  glass  doors, 
13" 

Boeksheli,  roller,  23" 
Box  di'avver : 

17",  2-,  3-,  L~,  6-,  or  9-drawer 

25",  2-  or  Ix-drcvior 
Card  index: 

3x5^  17",  5-  or  15-drawer 

Axb,  !?■',  4-  or  o-dra;;er 


o- or  a;;  or 
)-V/l6,  17",  6-dr.,.;er 

;er 


5::b,  i7ii,  3-  or  o-draer 
5x8,  25", 
3-3/S 

Chec.  i'il'^,  17",  j-  or  6-dr 
Ce..i..erci^Ll  re^-zort 
Docuiaent  file,  17" 
File,  arch,  17",  S-drax/er 
Flat  letter,  17",  9-ara\jer 
Legal  bl.:nk  ,  17",  9-  or  13-drav;er 
uap  and  plan,  17",.  4-2"  drawers 
Eap  and. plan,  25" ^  4-2",  4-5/S" 

or  9~5/S"  drapers 
Reducing  l-^d,.  e,  17"  to  13" 
Reducing  ledge,  25'=  to  17"  or  13" 
Recuest  stub 

Sliding  shelf,  11",  13",  17"  or  25" 
Sx-or^.ge  cupboard: 

Double  height,  11",  1,;",  17"  or  25-' 
Single  height,  17" 
fop,  11",  Iji",  17",  or  25" 
VerticoJ.  cap,  17",  or  25",  2-drawer 

7"  or  25",  2-dj\^virer 

SECTlOilS,  HGRIZchT..!,  JGT  ST.dlD^D 


Vertical  letter,  I 


Base 

Box  dravjer,  3  dr^rvrers  high  i„nd  arch 
Card  index: 

3x5,  2-  or  6-dra\v'er 

4x6,  2-  or  4-drav;er 

5x8,  2-drau'er  and  docu:i..ent  file 


bill  >:,nd  bulletin 
file  Bvjokcase 

Box  draw- or  and  arch  lettc;r  file 
Bookshelf,  roller 

C -.-1  d    li.  de!i{- 

Cojai.-ercdal  report 


-7- 


SJIGTIONS,  HOHIZuHT^X,  NOT  3T.xIJDiJiD  ■ 

Docuauent  file 
Fl^t  letter 
Legt':!  blank 
kap  and  plan 
Kep;a,tive  filing 
Reducing  ledge 
Sliding  shelf 
Storage  cupbo:'rd 
iop 

Vertical  cap 
Vertical  letter 

S^GTIOKS,  UPRIGHT,  ST..ND..f^D,  25"  DBFTH 

Ease,  leg  (in  pairs) 

Bill  or  invoice 

Bookshelf,  roller 

C:xr6.  index 

Check  file 

Cupboard 

Docur.ient  file 

End    (in  pairs) 

Tr an  spo  r t a ti  on  r  e  qu  o  s  t 

Vertical  cap 

Vertical  letter 

Vertical  slieet 

jJardrobe  ■ 

SECTIOI^S,  UPRIGHT,  MOT  ST.;ND.J:D 

Ba£;e,  (in  pairs) 

Box  di'c.wer 

Card  index 

Cupboard 

iiind  (in  pairs) 

Legal  blarJc 

ixixed  (ijiter-inter  j ,  in  upright  ohell 
Negative  filing 
Vertical  cap 
Vertical  letter 
Vertical  sheet 

s:i:cTIOI^B,  FOH  3t:;;jl  s^^f^ 

Box  dra^ior 
Card  index 
Check  file 
Docuiaent 
Legal  blanic 
Lock  box 


SECTIJKS,  FOR  ST^L  S.JS  (COHT'D); 

Llap  and  plan  •  , 

Shelf 

Sliding  shelf 
Storage 
Vertical  cap 
Vertical  letter 

Settees 

Sharpeners,  tool 
Shellers,  corn 
Shutters,  caj.iera 
Sieves,  testing 
Sifters,  laboratory 
Sinics. 
Snickcdors 
Sorters: 

Cotton 

Jool 
Spra^'-ers: 

CoLipi-essed  air 

Paint 

Tobacco 

Stages,  :.ioch._;j:iical,  for  ndlcro scope 
Stoj-ps,  tihiO-datinp;,  with  clock 
Stands : 

iidding  j:.aeh.lae 

i.dLtr^asing  jaachine 

Bookiceeping  :..aehine 

Chart,  metal 

Couputing  ina  chine 

Dictionary 

Duplicating  n^achine 

Eiriboscing  liiachine 

L&boratory 

Lease      .  • 

Llicroscope 

Lliscellaneous,  vwod 

Photographic,  reflecting  floodlight 

Sealing  nachine 

Studio  crxiera 

lypevvriter 

U:ubrella 
Stereopticr.ns,  portable 
Sterilizers,  sleoa:^ 
Stock  and  die  sots 
Stock  cuid  tr.p  sets 
Stools : 

No  t-  r  e  vol  vi;  ig 

Fi-evolving 
Stoves 


Strc.ightenerc,  print,  electric 
Str etcher e,  nuslin  mounting 
S/steiaatigers,  desk 
■Tables: 

.-d  jus  table,  prl.it  stcckiap; 

CoMptoiVieter  pit 

Drawing 

Kardox 

Laboratory 

Ljiscellaneous,  Icitchen  and  shop  n...dc 
Ofi'ice 

Tel  ograj'hur '  s 

TolepJione 
T.xiiuirxcters 
Tachoscopes 
Tanks: 

iiir 

.  iilberene  stone 
Oopjier,  for  hol'ding  acid 
Galvanized  iron,  for  holding  acid 
Filter 
Lead  lined 
Oil 

Scoaring,  vraol,  i.ietal 

'Jater,  storage,  large 
Tapes,  measuring,  steel  {^0  foet  or  ove 
Teleiiers 
Testers : 

Ixoistui'e 

Roving,  automatic 
Textils copes 
Thermographs 

Thermometers,  deep  bin,  gr„in 

Thermometers,  recording 

Tintojiieters 

Tops,  tripod,  tilting 

Torches: 

Blow,  gas 

Soldering 
Transforiuers: 

iidj  us  table,  with  aineter 

iilectric 
Trays: 

Card  index,  5xb  or  larger,  with  cover 
Desk,  compartment,  spociaj.ly  construe 
For  models 
Llail,  on  wheels 

Sorting,  for  tabulating  Machines 
Vertical  filing,  with  hinged  cover 
Triers: 
Butter 
Cheese 


Triers  (cont'd): 

Grain 
Triixxior  s ,  pap sr 
Tripods,  ca,..era 
Trucks: 

Dollie 

Librvi-ry 

j'arehoase 
Trunks,  including  automobile 
Tarbidi.neters 
T^qjesetters ,  multigraph 
IH-pewriters 
Uiiits,  h.iTley  h.alting 
Viscosi:vieters 

Vises,  carpenter's  and  ...achinist ' s 
Visible  index  equipment: 
Bases 

Des..  a,id  book  panel  ui'iits 
Voltmeters 
Wagons ,  farm 
.ilardrobes 
",/atches : 

Focket 

Stop 
-/eights: 
^/  Laboratory  sc-vle  (sots) 

Testing  (sets) 
'.n"heelbarroT/s,  hand  typo 
Vihirlers,  rotaprint 
nfringers,  squegee,  photo  print  drying 


ted 


Adapters,  caraera,  film  pack 

AibUi-as 

Alcohol 

Alloys 

Anti-freeze  co'ipoiind. 
Apparatus: 

C::eiiiicalj  glass  aiid  porcelain 

Color  CO.' roaring 

Laboratory,  class  and  porcelain 
Aprons,  work,  cloth 
Asbestos 

Aspirators,,  glass 
Atomizers,  glass 
Augers: 

Carpenter 

Cotton 
A'/vls 
Av;nings 
Axes: 

Hand 

Ice 

Backs,  lant-jin slide 
Bags : 

Burlap 

Canvas 

Cotton 
•  Grain 

Paper 
Balances: 

Spring 

Steel  yard,  pan 
E,a3.1s,  noth 
Bandages,  hospital 
Bands,  rubber 
Barrels: 

lietal,  one-tii'-'.e  shipper 

V/ooa 
Bars,  Pinch 

Bases,  telephone,  I'ubber 
Basins : 

Enaraeled 

Granite 

Porcelain 

Stone 

Tin 
Baskets: 

Clothes 

Desk,  vdre  or  v/ood 
Shipping 
Test  tube,  vdre 
Warehouse 
VJaste 
Wicker 
Batteries: 
Dry 


Batteries  (cont'd): 
Storage 
i/Yet 

Beakers,  "Pyrex  Tjlass" 

Beans 

Beeswax 

Belloi/s,  hand 

Belts,  raachine: 

Leather  -  ■ 

Rubber 
Bevels 
Binders : 

Accounting  office,  tong,  large 

Flat  tong,  clot!)  or  leather  bound 

Lock  post,  cloth  bound 

Loose  leaf 

Prong  file 

Ring,  cloth  or  leather  bound 
Solid  post,  cloth  or  leather  bound 
Springb- c! : 
Bits: 
Auger 
Drill 
Expansion 
Plane 

Screv^fdriver 
Blades: 
A-rl 

Combination  square 

Fan 

Razor 

Sa'.T,  circular,  solid  tooth 

Sau,  hack 
BlanVis,  !-cy 
Blocks  and  pulleys 
Blocks: 

FiLni  s  ilicing,  vfooden 

V 

Blotters 
Board: 

Beaver 

Binder ' s 

BristcQ. 

Coiling 

Go;.ioosition 

Corrugated 

Illustrating 

kanila 

i:'ounting 

Press 

Straw 

Upson 
Boards: 

Bread 

Clip 
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Bcards  ( cont ■ d) : 

Copying,  phrto_,  weoden 
Cutting,  jnatte 
File 
Skid  . 

Bobbins,  for  textile  imcliinery 
Bolts 
Bon  Anii 
Books : 

Elanic 

Diaries 

Index 

Journal 

Ledger 

Letter  cop;^ing 
Lanixold 
kap 

Meriorcjiduni 
Record 
Scrap 

Stenographer's  note 
Bottles,  glass: 

Laboratory 

Prescription 

Thermos 

'Jater  cooler 
Bottoms,  chair 

Cane 

■Jood 
Bowls,  mixing 
Boxes: 

Battery 

Card  assorting 

Conduit,  electric 

Desk,  for  letters 

File,  pasteboard 

Hay 

La.ntern- slide 
Lens 

Hailing  and  shipping 
ketal,  for  photostat  machine 
Pasteboard 
Photo  fixiiig,  developing, T/vashing,  etc 
Fill 
Powder 

Shipping,  specially  consbructed 

Sugar  container_,  met.;,l  can  vdth  cover 

Sviitch 

Tin 

"iiood 

Braces,  bit  and  ratchet,  carpenter's 
Brackets ; 

Folding  shelf 

MetcJ_ 

.Jood 


Brads 

Brass,  bars  and  sheets 
Brick: 

Building 

Fire 

Bronse,  b-,rs  and  slieets 
Brooms : 

Floor 

Push 

Scrub 

VThisk 
Brushes: 

Artist's 

Blackboard 

Bottle 

Clean,  closet 

Counter 

Draftsman' s 

Dust 

Glue 

Machinist. 's 
Markiiig 
i/jlineo  graph 
Miicilage 
Painter ' s 
Paste 

Photographic 
Radiator 
Scrub 
Stencil 

Sweeps,  floor  and  wall 
Test  tube 
Typewriter 
a'all 

Buckets  or  pails: 
Canvas 
Enaiueled 

C-alvanized  iron  ^> 
Paint 
Buckles 

Bulbs,  electric  ^ 
Bumpers,  rubber 
.BurettKiS,  glass 
Burlap 

Burners,  gas,  for  fixtures 

Butter 

Buttons : 

Clo  tiling 

Push,  electric 

Upholstering 
Buzzers,  electric 
Cabinets,  paper  to'./el 

Cages,  wire,  photo  finishing  < 
Calendars; 
Desk 
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Calendars  (cont'd): 

Calipei's,  machinist's 

inside  and  outside 
Candles 
Cane,  chair 
Canned  foods 
Cans: 

Ash 

G-arbagG 
i:ilk 

Oil,  nachiiio  and  typo- Titer 

Safety 

Tin 

Canteens  or  vre.ter  bags 

Canvas 

Carbides 

Carboys 

Cards,  paper  and  niotal 
Carriers,  centrifuge 
Cases,  carrying: 
Chart 

Vial  pocket 

Fiscoslaeter 
Casters 
Castings 
Catches 

Cells,  battery 

Celluloid 

Cement 

Chains,  auto/nobilo,  non-skid: 

Basin 

Sash 
■  Transom 

./eight 
Chalk,  blaclcboard 
Charcoal 

Charts,  unfra;ncd 
Cheesecloth 
Chemical- 3 
Chisels : 

Carpenter ' 3 

Cpld 
Clamps 
Clay 

Cl..;?vei's 

Cleaning  fluid,  tyooviriter 

Clios,  paper 

Cloth 

Cloths^  focusing 
Coal 

C  o  at  s ,  1  ab  o  r  at  o  r  y 
Colors,  oil  or  T;ator  ' 
Combs : 
Carding 


Combs  (cont'd): 

Toilet 
Compasses: 

Carpenter' s 

Direction,  pocket  type 

Dra^.dng  pen 

Draidng  pen  and  pencil 

Dravjing  pencil 
Condensers,  laboratory,  glass 
Conduits 
Cones,'  pin 
Connectors 
Containers,  soap 
Copper,  br.rs  and  sheets 
Cord: 

Electric 

Picture 

Sash 

V'Jrapping 
Cork 
Corks 

Corl-;s  crews 

Cornmeal 

Cornstarch 

Cots,  finger 

Cotton 

Countorsiiilcs 

Couplings : 

Elbe-/ 

Hose 

!lound,  belt  lacing 
Covers: 

Ad'iing  machine 

Cciputing  machine 

DesI: 

Paper 

Pressboard 

Storm  (tarpaulin) 

Tire,  cloth  or  fabric 

Typci//riter 
Crates,  shipping 
Crayons 
Cream 
Crocks 

Crucibles,  e.-ccpt  platinu.m 
Cues: 

Glass 

Ini-: 

La.bora,tory 

Hcasuring 

iietal 

Paste 

Sponge 
Cups  and  saucers,  china 
Curtains 
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CuTves,  draftsman's,  not  in  s'ets 
Cushions : 

Chair,  mbber 

Chair,  leather  '  , 

Fin 

'rj-pewriter 
Cuspidors 
Cutters : 

Band,  cotton  bale 

Bolt 

Brush 

Glass 

Fapei"  disk 
Paper  washer 
Pencil  sharpening 
Pipe 

Photo  mask 

Rivet,  Tiietal 

Section 

Steel 

Vfeslier 

yire 
Cylinders,  glass 
Decalcomania  transfers 
Def ro  s ter s ,  automobile 
Dermax  for  mimeograph 
Dessicators,  other  than  metal 
Devices : 

Fiber  holding 

Oil  measuring  >cylindrical 
Dies: 

Stee]j  iT.j.rkir-g,  se.t^ 

Stenciling 
Dippers 
Discs 

Dishes,  dining 
Disinfectants 
Dividers : 

Carpenter ' s 

Draftsman's  plain 
^  Draftsman' s  proportional 

Machinist' s 

Paper 
Dogs,. la the 
Doors,  screen 
Dressers,  emery  wheel 
Drills : 

Carpenter' s 

ivia.chinist '  3 

Tvdst 
Droppers,  medicine 
Drujs 
Drums : 

Iron,  one-time  shipper 


Drums  (cont'd): 

Seaiiiless,  alkali,  metal 
Dusters,  feather 
Slectroplates  and  electrotypes 
Emery : 

Cloth 

Paper 

Ends,  book,  light  metal 
Envelopes,  paper 
Eradicators,  iiii:,  liquid 
Erasers : 

Rubber 

Steel 

Etchiiig  sets,  for  photographic  work 

Etchings,  zinc 

Excelsior 

Eyelets 

Eyes,  screw: 

Brass 

Steel 
Fasteners: 

Binders,  ^vCco  jjross 

Staple 
Faucets 
Felt 

Fertilizers 

figures,  paper  or  j..et;:l 
Files: 

Card,  pocket 

MetL'l 

Pastobocard,  for  letters 
Fillers: 

Binder,  ring 

Bottle 
Filr.is : 

laotion  picture  ' 

Photographic 
Filters,  cai.,ora  (except  cemented  in  glass, 

mounted) 
Fittings: 

Cond'oit,  electrical 

Drainage 

Hose 

Pipe 
flags 
Flanges 
Flaruiel 
Flas  Mights 

Flasks,  coppei',  distillation  and  moisture 
Flo^or 

Folders,  vortical  file 
Forceps,  cotoon  sta-le,  grain 
Forks: 

Hay,  hand 
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parks  (cont'd): 

Forrus,  blank 
Frames: 

Address ogra oh  plate 

Chart  '  • 

Picture 
Fruits,  all  kinds 
Funnels 
Fuses 
Gaskets: 

Asbestos 

Rubber 
Gasoline 
Gauges : 

Center,  scre\;,  pitch  and  -./ire 
De:;)th 

liachinist '  s 

Sieve  ui-rroration  straight  point 

Sizing',  for  beans  and  peas 

Sizini;j,  for  fruits 

Skin  and  blcAiish 
Gauze 
Gears 
GinghaiT^ 
Glass 
Glassvrare 
Gloves , rubber 
Glue 

Gra.duatcs,  glass 
Grains,  all  kinds 
Grease 

Griddles,  soaps tone 
Groceries 
Guides,  lettering 
Gu/u 

Guns,  hand: 

j'ileraite 
Grease 

Insect  pO'Tdor 
Oil  spray 
Handles: 
.^uger 
Ax 
File 
HaiTijTier 
Hatchet 
Hop 
Sav; 

Vloodcn^  mis oellan.;;ous 
Hamsters: 

Carpenter ' s 
Machinist's 
Sledge 


Hangers; 

'  Coat;  wire  or  \!ood 
Picture 
Shaft,  metal 
Hasps 

Hatchets ,  carpenter ' s 
Hinges 
Hods,  coal 
Holders: 

Blotter,  htvnd 
Burette 
Camera  lens 
Card 
Crucible 
,  '  Door 

File  . 
Film 
Label 
type  Loiup 

I 'kmc  index,  telephone 
Mop 
Pencil 
Pipette 
Plato,  cGJncra 
Hubbor  stomp 
Soap,  li(.iuid 
Toilet  eaper  ' 
Tool 
To;rel 
Tvine 
Hones,  desk 
Hooks : 
A  .vning 
Clothing- 
Picture,  riolding 
Hose,  v/ater 
Ice 

Indexes,  loose  leaf 
Ink 

Inkstcands,  self-closing ( sots  rrith  bases 
Inlc./ells 
InsocticidciS 
Instruments : 

Dissecting  (sets) 
Fruit  t  jsting 
Hybridizing 
Insulators 

Iron,  bars  ~nd  sheets 
Irons : 
I'-Latv 

Soldering 
Tire 
Jars: 
Glass 


Jars  (cont'd): 

Stone 
Jugs 

Kalsornine 

Kegs_,  metai  or  vraod. 
Ke-s: 

Locksiiiith'  s 

■T7pe'.:riter,  cushion 
Kettles,  bread  sponge,  irietal 
Lits_,  first  aid 
Knives 
Ilnobs 

Labels,  guiiji^ed 
Lacing,  belt 
Lndlos^  loaa  molting 
Lamps ^  alcohol 
Latches^  thuiVib 
Lath- 

Lead_,  bars  and  sheets 
Leads,  pencil 
Leather 
Letters : 

Celluloid 

Lletal 

Papc^r,  guiaiiiod 
Levels : 

Carpenter ' s 

machinist's 
Lift->rs,  tack 
Lime 
Linen 

Linoleum  _  (uiilaid) 

Lochs,  except  padlocks 

Lining,  carpjt 

Lubricants 

Lumber 

Lye 

Lachines,  hand: 

Paper  fast'jning 

Pencil  sharpening 

FerioraLing 
Magazines,  cut  Xiiia 
Mallets 
Maps: 

Pocket 

.■/all,  frruiied  or  unfra^jed 

.aeathsr,  pap>jr 
Larkers : 

Object 

Sign 
Liatches 
Lats: 

Ciidir 

Cuspidor,  rubber 


Llats  (cont'd): 

Lantjrn  slide 
Lledicinos 

Lleters,  admires sograph  plate,  counter, 

wheel  shape,  hand  operated 
liicrometers,  glass  slide 
LJ-lk 

iirrors,  reflecting 
hodels,  fruits  and  vegetables 
lioisteners,  envelope,  brusli  or  roller  t^-pe 
Holding 
LIops,  floor 
i^xortars,  laboratory 
lv.ucilage 
Nails 
I^apkins ; 

Linen 

Paper 
needles: 

Dissecting 

Sewing 
Ke^/spapers 
hipploc : 

Fluiiieing 

hubber 
Nippers 
huts 
Oil 

Oilcloth 
Oil or s 

Oilston^js,  mount^a  or  uniuounted 
Qnaiiriietors 
Openers : 

Box  and  crate 

Can  ' 
Hand 

Me chani cally  operated 

Envelope 
Outfits,  ^adcaniaing,  hand 
Pads: 

hlotoer 

Calendar 

Chair,  felt 

Desk 

Pole,  for  nuiabonng. 'inachine 
Ink 

Ptubbor  stamp 

•rypewriter 

Writing 
Paints 
Pans : 

Pilter 

Plasl.  carrving 
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Paper: 

iidding  machine 

Billing  mc chine 
Blue  print 
Bond 
Cap 

Ccxbon 
Cover 

Cross- section 
Drawing 

Duplicating  machine 

Filter 

Guniraed 

iLipression 

Ledger 

Letter 

Llanila 

Llanifold 

Map 

Onionskin 

Paraffin 

Photographic 

Photostat 

Printing 

Roofing 

Sand 

Sci'atch 

Stencil 

Tabulating 

Tissue 

Toilet 

Tracing 

'Typei/'/ritv^r 

liJax 

Vlrapping 
■-/riting 
Paraffin 

Passes^  street  car 


Paste 
Peacils: 
i^rtist'  s 

Bow 

Carpenter ' s 
Colored 
Drawing 

For  writing  on  glass 
'  Indelible 
Office 

Railroad,  drafting  instrument^  doubl<;^  Polish 
point 

iJriting 
Penholders 
Penpoints 
Penraclcs 


Pens: 
Bow 

Contour  cm-ve 
Dotting 

Drav/ing  or  ruling 
Fountain  J,  desk  sets: 
Fount-O-Ink 
Dip-n-Day 
Esterbrook 
Lettering 
Railroad 
Riiling^  fountain 
periodical s  unoound 
Photographs,  uniraiued 
Picks,  ice 

Pictures,  -framed  sr  unfraraed 

Pinchers 

Fins :  . 

li^ap 

Office 

Safety 

j5scutcheon 
Pipe 

Pipettes 

Pitch 

Pitchers: 

China 

Enameled 

Glass 

Granite 

lorcelain 

Stone 

Tin 

Planes ,  carpenter ' s 

Platforms ,  pho tographex ' -s  zidjustable 

Plates: 

i>.ddressograph 
Dinner 
Electrotype 
Floor  and  ceiling 
.  Lcjatern  slide 
Lultilith 
Photographic 
Stereotype 
Pliers 

Plugs,  all  kinds 
Pointers,  p-encil 
Poles,  windo^j/ 
Policeman,  rubber 


Posts,  metal,  for  desk  tra3rs 
Pots,  fire,  plumber's 
Powder,  for  insect 
Preservers,  negative  paper 


Presses,  small  pocket,  lead  seal 
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Prickers,  drawing 
Prisms,  photostat 
Frotectoid 
i-rotectors: 

Desk,  aluniinuun 

Pencil  point 
Protractors,  drr.ftsnian'  s 
Pullers : 

riail 

"Jire 
Pulleys : 

^.wning 

Large,  for  porrer  shaft 

Sash 

Shade 

Step,  'Tia chine 
Pulls,  for  filing  drawers 
Pwups,  filter 
Punches: 

Carpenter' s 

Leather 

Liachinist '  s 

Rivet 

Spring  center 
Racks; 

Condenser 

Developing,  photo 

Dictaphone  records 

Iv.ounting,  pan  holding 

Negative,  photo 

Rubber  st:;i:ip,  revolving  t-npe 

Trav  holder 
Hags 
Rakes: 

Garden,  hand 

Hay,  hand 
Railixigs,  v/ood 
Receptacles : 

Lucilage 

jj'astepaper 
Reels,  developing 
Regulators,  gas,  other  than  metal 
Reinforcements,  eyelet 
Respirators,  dust,  other  than  metal 
Rests,  foot,  wood 
Ribbons: 

For  labor-saving  devices 

Silk 

Typeviriter 
Rings : 

Binder 

Key 
Rivets 
Pi-ods : 

Brass 


Rods  (cont'd): 

Copper 

Glass 

Iron 

Steel 
Rollers : 

Felt 

Lithographer ' s 

Print,  photo 

VJindov/  shade 
Rolls,  gelatin  for  duplico.tor 
Ropes 
Rosin 
Rubber 

Rul^^s  and  rulers: 
.-adjustable  curve 
Calliper 

Cardboard,  scales 
Fol'ding,  metal  or  wood 
Hook 

Ofiico 

Parallel ,  drai-mig 
oteel 

Saccharometers  (mostly  glass) 
Sacics : 
Cloth 

Rubber,  fountain  pen 
Sand 
Satvjen 

Saucers,  dining 
Sauco'^ans,  cast  alui'ninum 
Sai,<dust 
Savvfs: 

Carpenter's  hand 

Crosscut 

Hacic  (fra^aes)  hand 
jQMclor ' s 
rruTiing 
Scales: 
i.rbitrator 

Draftsman's,  boxwood,  flat  and  triangu-  (' 
lar 

Scalpels,  dissecting 
Scrapers: 

Box 

Stencil 

Screens,  grain  cleaning  machine 
Scre\./drivcrs,  autoiuatic 
Scre\js: 

i.letal 

'./ood 
Scribers,  steel 

Sealers,  envv^-lopc,  small,  hand 
(not  sealing  machines) 
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Seals,  ccjT 

Seeds 

3had.es: 

Electric  light 

Bye 

Shcftirig 

SiiChcrs,  glass  and  porcelain 
oiiarponcrs,  cork  boror 

Office 
Sai  o  £>,j' 

Cotton 
Rubber 
Shellac 

Shelves  or  siielving,  vrood 
Shields,  eraser 
Shovels,  liand 
Sieves,  grain,  inetal 
Signals,  index 
Signs,  office 
SIcolljsolve 
Skins,  chaiTiois 

Slabs,  lithographer's,  stone 
Sledges 

Sleeves,  connector: 

Copper 

Rubber 
Slugs 

Snaps ,  chain 

Snips,  tiruier's 

Spatulas 

Soap 

Sold'^r 

Spigots,  wood  and  netal 

Spikes. 

Spittoons 

Sponges 

Spools 

Spoons : 

Labcx'atory 

Tobly 

Spra|/-c;rs,  hand,  insect 
Springs: 

Brass 

Door 

x^an 

Ctoel 
Squares : 

darjoenter '  s  st^^el 

Combination 


Squares  (cont'd): 

Squeezers,  glass 
Squegeos 
Stainps : 

^.lphabetical  and  numerical  sets 
Dating,  rubber 
Hand,  rubber 
Nwabering,  rubber 
Postage 
Stands: 
Calendar 
Filter 
Furjiel 

Kagnifier  holder 
Negative  holding 
He tort 

Staples,  for  paper  fastening  machines 
Steel,  bars  and  sheets 
Stencils,  paper 
Sticks: 

Measuring 

U'indo^j 
Stoi:pjrs: 

Basin  v/ith  plxig 

Cork 

Rubber 

Straightedges,  steel,  not  over  24" 
Strainers 
Straps 
Stretchers , 
ill' 


plate ,  aliu"i'iinum 


Styli, 


Suits,  whit 


kinds 
duck 
Supports: 
Barre]. 
Book 

Laboratorj 

Tra;'-,  desk 
Svdtchos,  electric  ' 
Tablets,  writing 
Tabs,  index 
Tackers,  screen 

Tags : 
Index 
Key 

luurchandise 

Shipi;ing 
Tallow 
Tape 

Tapt; s ,  mea suring 
Linen 

Stool  Vif  less  than  5u  feet) 
Tar 
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Te2*ndnals_,  ccble 

Tharmometor,  temperjiturc;  ^  ordincxy 

type 
Thimbles 
Thread 
Tile 
Tin 

TiruSj  automobile 
Tissues,  dry  mounting 
Tokens,  street  car 
Tongs: 

Crucible,  except  platinum  tipped 

Ice 
To^^els 
Traps : 

Llouse 

Rat 
Trap's : 
;  .ish 

Card  index,  3^-5  and  4x6  ■ 
Cord  index,  for  sectional  desk 
Color  matching 
Cotton  saiiiplesj'wood 
Desk,  idre  or  wood 
Developing,  photographic 
Display  (v/ool  exliibit)  . 
Hard  rubber 

Laboratory,  glass  and  porcelain 

Llail,  extra  large 

Pasteboard 

Pen  or  pin 

Porcelain 

Shipping 
Triangle  s , -  draft  sman ' s 
Triers; 

Flour  (spatula  type) 

Peanut 
Trimmers,  sviivel  point 
Tripods,  laboratory 
Troughs,  print  developing 
Tubes : 

Burette 

Centrifuge 

Llailing  / 

i.Iedicinc 

Pasteboard 

Radio 

Test 

Thistle 

Tin 

Tire,  automobile 
Tubing ; 
Glass 
Lletal 
Rubber 


Tu.bs,  wash 

TUiiibl  jr s ,  glc  s  s 

Turnbuckles 

Tiveezer  s 

Twine 

Type: 

i.xet';J. 

Rubber 
Union  s ,  plumb  er ' s 
Valves: 

.'.ir,  for  radiators  ^ 
Plumbing 

Varnish  ^ 
Vats,  lead  '^ 
Vegetables,  all  kinds 
Velvet 

Ventilatoi-s,  glass,  window 

Vials,  glass 

Visible  index  equipment: 

'./ings  and  paiiels 
Vul  c  ani  z  e  r  s ,  h  at'i  d 
Washers  ^ 
"iJaste,  cotton 
V/ax 

H'edges,  \iood 
Weights: 

Paper,  glass  or  metal 

Sash 

Spline  .drafting 
Wlieels,  cutting,  for  pencil  sharpener 
W'hets  tones 
Wicks 

v/ire,  all  kinds 
Wood 
Wrenches 
Wringers,  mop 

Yciast  / 
Zinc,  bars  and  sheets 

f 

I 


! 
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AnflNISTRATI'rE  3SRYICES  DIVISION  !vTEIv!0Rl>n3''11  NO.  25 

Supplernent  1 

TO:  Branch  and  Division  Hhiefs  and  Rep-ional  Directors 

FROM:  F,  J.  Hughes,  Chief,  Administrative  Services  Division 

SUBJECT:    Property  " 

SECTION  I  -  TRAJISFERS  BETl'^SSN  REGIOTJS  AND  TO  OR  FROM  VJASHINC-TON  OFFICE 

A.    On  transfer  of  nonexpendable  propertj'-  from  one  refrion  to  another  or 

from  or  to  the  Washington  office,  the  Central  Office  making  the  trans- 
fer will  remove  from  its  files  and  attach  to  the  invoice  (Form  AD-107) 
the  yellovj  property  cards  covering  the  articles  listed  thereon.  The 
invoice'  and  cards  ^'vill  be  fonvarded  to  the  Central  Office  req_uesting 
the  transfer. 


B«     The  Central  Office  receiving  the  nonexpendable  property  will  prepare 
new  property  cards  on  the  basis  of  the  information  contained  on  the 
3''ellovj  cards.    The  yellow  cards  maj''  then  be  destro"'ed, 

C.     The  procedure  outlined  in  Paragraph  C  of  SECTION  Y,  Administrative 
Services  Division  Memorandum  No.  25,  shall  appl3^  only  in  connection 
X'Jith  transfers  of  nonexpendable  property  .from  one  field  office  to  an- 
other within  the  same  region  and  between  branches  and/or  divisions  in 
'■Washington,     vJhen  the  transfer  is  to  an  office  outside  of  the  juris- 
diction of  the  Central  Office,  the  transferring  office  will  remove 
the  appropriate  salmon  property  card(s)  from  its  active  files,  make 
proper  notation  thereon  as  to  disposition  of  the  property,  and  place 
in  its  inactive  (or  dead)  files. 


D,  A  Central  Office  receiving  nonexpendable  propertj''  from  another  Central 
Office  will  assign  the  same  property  number  as  a^^pears  on  the  transfer 
invoice  and  the  yellow  property  card  for  each  article, 

SECTION  II  -  TRAN3FER.S  BET'^ESN  AT'PROPRIATIONS  AIID/OR  ALLOCATIONS 

A,  Regulation  No.  1,  dated  November  16,  1942,  issued  by  the  Bureau  of  the 
Budget  pursuant  to  Executive  Order  No.  9235  provides  that, 

*^.There  a  bureau,  office,  or  similar  administrative  unit  sf  an 
executive  department  or  independent  establishment  is  responsible 
for  the  use  and  expenditure  of  more  than  one  appropriation  or 
allocation,  the  head  of  such  unit  m^y  effect  a  transfer  of  any 
usable  article  of  equipment  or  supplies  from  the  use  of  one  such 
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appropriation  or  allocation  to  the  use  of  another  such  appropri- 
ation or  allocation  upon  (1)  his  declaration  in  ivriting  that 
said  article  is  usable  and  surplus  to  the  needs  of  the  a'^^^'^ro- 
priation  or  allocation  for  the  purposes  for  vjhich  it  v?as  ac- 
quired and  (8)  his  appraisal  of  the  value  of  such  article.  Such 
appraisal  shall  be  recorded  upon  the  appropriation  or  allocation 
accounts  of  the  unit  as  a  charge  against  the  appropriation  or 
allocation  available  to  the  transferee  actiAfity  for  the  procure- 
ment of  like  equipment  or  supplies  and  the  amount  of  the  charge 
covered  into  the  Treasury  as  I 'i^-cellaneous  R:-;ceipts." 

The  following  definitions  of  an  "appropriation"  and  an  "allocation" 
are  given  in  Budget  and  Finance  Circular  No.  585  dated  M:..  '  ?-;l,  1943: 

1.    App r o pr i a t io n_.     The  term  "f'";"ropriation"  means  an  authorization 
bv  an  act  of  Congress  to  make  payments  out  of  the  Treasure'-  for 
specified  purposes  vjithin  a  ■•Drescri^ed  amount,    "'here  a  "main 
head"  appropriation  is  broken  doim  into  specific  "subappropriation" 
items,  each  such  suba^'-'propriation  item  shall  be  construed  as  an 
"appropriation".     E""."i;',!''P'nt  and  supplies  purchased  out  of  suc- 
cessive appropriations  made  for  the  same  purpose  are  to  be  con- 
sidered as  purchased  from  a  single  a""propriation. 


a.  The  subappropriation  to  the  Bureau  of  Plant  Industry,  Soils 
and  Agricultural  E-  gineering  for  ''Cf  r;j.al  Crops  and  Diseases" 
is  an  "appropriation".     Equipment  or  supplies  purchased  there- 
from cannot  be  transferred  as  surplus  for  use  on' work  per- 
formed under  any  other  subappropriation,  or  a^^propriation, 
without  compliance  to  the  regulation. 

b.  Funds  ar^propriated  for  "'^^hite  Pine  Blister  Rust  -Control"  con- 
stitute an  "appropriation".    Equipment  and  supplies  purchased 
therefrom  ma^'  be  transferred,  vjithout  a  declaration  of  surplus, 
from  the  Bureau  of  E':'.,o,'.;oIogy  and  Plant      r. rant ine  to  Blister 
Rust  projects  or  functions  of  the  Fo-'".  st  Service,  or  vice 
versa.'  .H:r'"v.^r,  such  equipment  or  supplies  may  not  be  trans- 
ferred as  surplus  for  use  on  any  other  project  or  function 
vjithout  compliance  with  the  regulation. 

c.  The  appropriation  for  1943- for  "Salaries  and  Expenses",  ir. 
Rural  Electrification  Adm.inistration  and  successive  apr^ropri- 
ations  that 'may  be  made  for  the  same  purpose  in  1944  and 
follovJing  A/ears  are  to  be  considered  as  a  single  ap'nropriation, 
S" .'.i:o:.ient  and  supplies  purchased  from  such.  a;nT^ropriation  in 
any  given  year  may  be  used  on  the  i;>;ork  authorized  under  the 
"Sclnri-.-u  ..v.'-td  Sxpenses"  appropriation  in  succeeding  "'■ears 
Vjithout  comnliance  X'/ith  the  regulation.  , 

2,    A??.0(;'.jvion.    T'--.^  ♦'•\.l'^o««tioii'',  except. .as  hereinafter  provided, 

shall  be  construed  to  include  any  advance,  transfer,  or  allotment 
of  funds  from  vithin^  the  Department  or  from  a  source  outside  the 
Departm.ent.    Equiprnxont  ami  supplies  -nurchased  out  of  successive 
allocations  made  for  the  sar.e  burpose  are.  to  be  considered  as  pur- 
chased from  a  single  allocation. 
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a.  An  allotment  cf  lend-lease  funds  to  the  Office  of  Foreign  Apti- 
cultural  ■Relations  is  an  "allocation".    Anv  property  purchased 
therefrom  and  surplus  to  the  needs  of  O'^A^R's  lend-lease  func- 
tion mav  be  transferred  to  the  Food  Distribution  Administration 
or  to'  some  other  bureau  or  arency  in  the  Department,  for  use 

in  the  performance  of  lend-lease  xiork  vjithout  compliance  vjith 
the  re,'-ulation.    Ho^jever,  such  proi^'erty  cannot  be  transferred, 
as  surplus,  to-  a  project  or  function  other  than  lend-lease 
vjithout  'compliance  thereto. 

b.  Funds  advanced  to  the  Forest  Service  by  the  War  Department  for 
expenses  in  connection  with  riinterizinf-^  and  operating  obser- 
vation stations  for  the  Aircraft  'farning  Service  constitute  an 
"allocation".     '"Equipment  and  supplies  purchased  therefrom  can- 
not be  transferred  as  surplus  for  use  on  a  regular  Forest  Ser- 

•    vice  project  without  compliance  vjlth  the  rep:ulation. 

c.  An  allotment  to  the  ""Jar  Food  Administration  from  the  appropri- 
ation ''Conservation  and  Use  of  Agricultural  Land  Resources" 
for  freight  .rate  ac^justment  lijork  is  an  "allocation''.  Equipment 
'and  supT:^lies  purchased  v.'ith  funds  so  allotted  must  be  identi- 
fied with  the  "Conservation  and  Use"  appropriation,  and  cannot 
be  transferred,  as  surplus,  to  an  activitj^  or  function  outside 
of  the  T^ar  Food  Administration  and  financed  from  som.e  other 
"appropriation"  or  "allocation"  without  compliance  with  the 
regulation.    Ilovjever,  such  equipment  or  supplies  surplus  to 
the  needs  of  the  '.'far  Food  Adm.inistration  on  this  project  may 
■be  transferred,  as  surplus,  to  the  NvV'fil  S'.or2S  Conservation 
Program  in  the  Forest  Service  or  to  some  other  project  in  an- 
other bureau  or  agency  which  is  financed  with  "Conservation 
and  Use"  funds,  vjithout  compliance  thereto, 

d.  Successive  allocations  made  for  the  same  purposes  are  to  be  con- 
sidereri  as  a  single  allocation  in  the  same  manner  as  that  de- 
scribed in  subpara.^raph  B-l-c. 

•5,     ^Jit?JltjiPA?_ .PP  the  Above  Di..-:'i;Mitions. 

^*    Special  Re  sear ch  Fund .     Equipment  and  supplies  purchased  out  of 
the  Special  Re:?earch  Fund  maY  "be  transferred  without  compliance 
with  the  regulation  to  any  project  in  the  Department  to  v/hich 
such  funds  are  allocable. 

^*    Trust  Funds.     Equipment  and  supplies,  upon  becoming  surplus  and 
belonging  to  a  trust  fund,  are  not  subject  .to  Executive  Order 
No.  9235  or  the  regulations  thereunder.    Should  such  surplus 
articles  be  transferred  to  a  project  financed  out  cf  an  "appro- 
priation" or  "allocation",  the  value  of  the  articles  shall  be 
charged  against  the  funds  of  the  project  and  credited  to  the 
trust , 

°*    APPJ'P-P i a t i o n s  a n_d_A j_l_o c g_t i o ii s__t o_  the_ya_r  j^oo__d_  ^jj^J^-^A'^^^^jL^.^jl*- 
Executive  Order  No,  9334  provides  that  the  pers'onnel  and  property 
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cstablishccl  in  or  transferred  to  the  Department  of  A^'riculture 
by  this  order  that  are  concerned  primarily  v;ith  the  production 
and  distribution  of  food  are  consolidated  into  an  ap'ency  to  be 
knov/n  as  the  War  Food  Administration,    Subject  to  the  follovj- 
inp  qualification,  transfers  of  equipment  and  supplies  v;ithin 
this  Administration  ^^Jill  not  be  subject  to  the  requirements  of 
the  ref^.ulation  until  July  1,  1944  v;hon  new  instructions  will 
be  issued  for  this  Administration,    The  regulation  will  apply, 
however,  tf>  equipment  or  supplies  surplus  to  the  needs  of  the 
vTar  Food  A^'.-ilnistration  vjhon  transferred  to  a  prc^ram  of  such 
Administration  which  prorram  is  financed  from  an  appropriation 
or  allocation  made  after  April  ?A,  1943,  except  (l)  apprrjpri- 
ations  for  the  functions  and  component  parts  of  the  War  FcP»d 
Administration .  appearini?  in  "the  1944  A iP;ri culture  Appropriation 
Act,  and  (2)  any  supplemental  appropriation  or  allocation  r?.ad-e 
prior  thereto, 

^*  Transfers  Merfod  with  App_rqpr_iations .    A  transfer  which  is 
merp;ed  and  becomes  a  part  of  the  appropriation  to  ithich  made, 
shall  not  be  construed  as  an  "allocation'^    Equipment  and  sup- 
plies purchased  from  the  "merged"  account  will  be  identified 
with  the  appropriation  to  which  the  transfer  was  made, 

C.    Intra-^rFA  Transfers  of  gquipment  or  Supplies,    A  char^-o  against  the 
appropriation  or  allocation  available  to  the  transferee  activity  is 
not  required  cov'-;rinfr  transfers  of  surplus  equipment  and  supplies  with- 
in the  War  Food  Administration  until  July  1,  1944,  except  for  new  pro- 
grams financed  from  an  anpropriation  or  allocation  made  after  April  24, 
1943  and  which  is  separate  and  ijistinct  from  (1)  appropriations  for  the 
functions  and  component  parts  of  the  iv'ar  Food  Administration  appearing 
in  the  1944  Agriculture  Appropriation  Act,  and  (2)  any  supplemental 
appro|)riation  or  allocation  made  after  this  date  when  merged  with  an 
'    appropriation  or  allocation  made  prior  thereto.    New  instructions  will 
be  issued  covering  intra-transf ers  of  surplus  equipment  and  supplies 
on  and  after  July  1,  1944, 

^'     Intor-bureau  Transfers  of  Equipm.ent  or  -  Sur>plics^.     Subject  to  the  defi- 
nitions stated  in  Paragraph  B  of  this  Section,  transfers  of  surplus 
equipment  and  supplies  from,  or  to,  other,  bureaus  and  offices  of  the 
Department  require  the  transferee  to  paj'"  from  its  proper  apprapriation 
or  allocation  the  appraised  velue  of  the  equipment  or  supplies  with 
proceeds  to  be  credited  to  Miscellaneous  Receipts. 

Inter~departmental  T_ransf ej's__o_f  Sqfiipmcnt  and.  Supplies,    The  acquisi- 
tion of. surplus  equipment  or  supplies  from  other  departments  and  inde- 
pendent establishments  vjill  be  effected  by  the  issuance  of  a  purchase 
order  to  the  proper  Regional  Property  Office  or  the  "fashington  office 
of  the  Treasury  Procurement  Division,    The  Procurement  Division  rif  the 
Treasury  Department  will  charge  the  receiving  agency  vrith  the  transfer 
price  of  the  equipment  or  supplies  in  conformance  ^.;ith  established 
procedure  roverning  the  issuance  of  Standard  Form  No.  1080  voucher  for 
■adjustments  betv;een  appropriations  and/or  funds,- 
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F.     Cerjt^in_^]j.iij5ment_,_  Si^^  The  following 

illustrate  "categories  of  articles  that  are -exempt  from  compliance  with 
the  regulation. 

1.  Supplies  of  food,  feed,  and  fiber,  including  products  processed 
therefrom,  when  acquired  by  the  ffar  Food  Administration  but  not 
for  its  o>;n  consumption. 

S«     Commodities  purchased  or  acquired  under  such  programs  as  lend-lease, 
school  lunches,  and  stock  piling  in  connection  with  the  v;ar. 

3.     Equipment,  supplies,  or  comodities  acquired  bv  the  ■■Jar  Food  Admin- 
istration but  not  for  its  ovra  use,  and  repossessed  under  a  loan 
affreemient . 


4.  Products  of  industrial,  research,  agricultural,  or  livestock  opera- 
tions or  of  any  public  v;orks  construction  or  maintenance  project 
carried  on  hj  the  ¥ar  Food  Admiinistration. 

5,  The  exchange  of  anim-als,  and  the  purchase  and  sale  of  animals  used 
for  experimental  purposes,  and  the  disposal  of  oerishable  and  other 
agricultural  products  grovra  or  used  incident  to  an  experiment, 

G.  Equipment  Borrowed  and  Loaned.^    The  regulation  does  not  prohibit  or 
m.odify  existing  practices  of  borrowing  and  loaning  equipment  between 
appropriations  or  allocations  or  between  administrations,  bureaus,  and 
offices,  or  betvjeen  departments,  provided  that  such  borrowing  and  loan- 
ing shall  not  be  of  such  duration  that  it  would  in  effect  violate  the 
intent  of  the  regulation. 

H.  Appraised  Value.    After  determination  of  the  original  or  first  cost, 
the  transferrer  shall  establish  the  appraised  value  of  the  equipment  or 
supplies  in  accordance  with  the  following  schedule. 

Sc_he_dule  of_  ^''^f^lua_ti_ori 

Condition  J^i'^-^jiPiL  Rate  {p  of  first  cost) 

A  -  Hew  (unused  -  not  obsolete)  lOO"^ 


B  -  Slightly  used  -  Almost  like  new  - 

not  obsolete  30'^o 

C  -  Good  (Serviceable  -  Normal  condition  - 

No  repair  or  refinishing  necessarjO  &0'^r> 

D  -  Fair  (Serviceable  after  minor  repairs 

or  refinishing)  40^^ 

E  -  Poor  (Serviceable  after  major 

repairs  or  refinishing)  Value  of  salvage  parts 

F  -  Junk  (Obsolete  -  No  further  value 

for  use  for  original  purpose)  Junk  Value 
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I.    F1. rianc ial_ jPro c ejjore.^   'A/hen  charges  to  apprcpriation  or  allocations 

•   covr-rinp  the  appraised  value  of  transferred  surplus  equipment  cr  supplies 
are  required  bv  the  regulation,  the  follo'nng  procedure  viill  apply, 

1.  The  charge  or  transfer  of  funds  v;ili  be  acconplished  by  the  usual 
Standard  Form  No.  1080  procedure.    The  proceeds,  except  in  the  case 
of  transfer  of  surplus  equipment  or  supplies  fr'^m  trust  funds,  xvill 
be  credited  to  Miscellaneous  Receipts  Account  "1?,51'^4  -  Sale  of 
Government  Property,  All  Other." 

2.  Tr_4.s_t  Funds^^.^    The  appraised  value  of  surplus  eauipm.ent  or  supplies 
transferred  —  '  ■  • 

a.  From  a  trust  fund  to  a  re^-ular  apprcpriation  or  allocation  '.'/ill 
be  credited  to  th<=:'  transferrer  and  charred  to  the  transferee; 

b.  To  a  trust  fund  from  a  re'^ular  arpropriation  or  allocation  YJill 
be  char,'-ed  to  the  transferee  and  the  proc'eds  covered  into 

1  ■iscellaneous  Receipts;  or 

c.  From-  a  trust  fund  to  another  trust  fund  vjill  be  credited  to  the 
transferrer  and  charred  to  the  transferee. 

Appropriations  or  Allo_GationSj^    The  ap'^^raised  value  of  surplus 
oquipm-ent  or  supplies  transferred,  other  than  from  a  trust  fund,,  to 
an  appropriation  or  allocation  vjill  be  charpod  to  the  transferee 
and  the  proceeds  coV'^red  into  I'^iscellaneous  Receipts. 

4.  The  Central  Office  involved  or  actinr  in  the  capacity  of  transferror 
shall  maintain  a  complete  record  of  all  tr;Gnsfers  falling  within  the 
requirements  of  th--.  reri'lation,  r^nd  submit  to  its  respective  Finance 
and  Accounts  Division  or  ^epional  Fircal  Division  a  statement  there-: 
of  in  such  form  as  the"  mo">'  Proscribe  for  preparation  of  Standard 
Form  TTo.  10'30  vouchor. 

5.  By  Aurust  15  of  eacii  year  n  repoirt  sho^-'inr  the  amount  credited  to 
the  Miscellaneous  Receipts  Account  'durinr  thr;  prior  fiscal  year  as 
a  result  of  transferred  surplus  property'-  ( intradepartmental  trans- 
fers as  well  as  property  duclarod  surplus  to  the  needs  of  the  trans- 
ferrin/r  agency  to  thu  rrocurer.cnt  Division,  Treasury  Department) 
must  be  submitted  to  the  Office  of  Budget  and  Finance  of  the  Depart- 
ment.    The  term  "amount  credited  to  th'";  Miscellaneous  Receipts 
Account  during  the  .prior  fiscal  year"  . is  to  bo  construed  to  include 
checks  scheduled  for  deposit  (Schedule  of  Oolloctions  -  Standard 
Form  No.  1044)  anr''  transmitted  to  the  Tre-asury  Disbursing  Office. 

a.     Each  Regional  Central  Office  (Regional  Administrative  Services 
Division)  will  forvj^rd  a  report  to  reach  the  .■•Washington  Central 
Office  (Procurement  Section,,  Administrative  Services  Division) 
by  .not  later  t.han  August  8  of  each  year  for  inclusion  in  a  single 
report  for  the  Food  Distribution  Administration,     The  report 
shall  also  include  the  num.bor  of  cos.^s  or  transactions  involved. 
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h.     In  accordance  vjith  the  interpretation  of  "araount  credited",  it 
is  essential  that  the  Central  Office  refer  its  annual  report  to 
the  respective  Regional  Fiscal  Division  or  Finance  and  Accounts 
Division  for  checking  with  the  pertinent  -General  Ledger  Accounts 
before  submission.    This  vjill  insure  the  exclusion  of  unbilled 
vouchers  and/or  uncollected  billings  frora  the  report,  vjhich  vjill 
be  included  in  the  report  for  the  subsequent  fiscal  year. 

Identification  of  Trust  Fund  Equipraent.     To  permit  readj'-  identification 
of  nonexpendable  property  purchased,  or  secured  by  transfer,  for  use  of 
programs  financed  from  trust  funds,  the  property  cards  covering  such 
equipment  shall  reflect  the  trust  fund  account  number.    This  account 
number  T?ill  be  shovm  by  the  Central  Office  on  the  line  headed  "'Class" 
or  inmed lately  under  the  property  num.ber.    Vfhen  such  an  article  is  trans- 
ferred to  an  ap'^ropriation  or  allocation,  the  account  number  will'  be 
deleted,  or  if  to  another  trust  fund,  the  nev;  account  number  v.'ill  be 
substituted,  therefor. 

SECTION  III  -  T^AT  I>'"SP:^CTION  BRAIDS 


A.  The  meat  brands  used  by  the  Tieat  Inspection  Division,  Livestock  and 
Moats  Branchj  are  classified  as  nonexpendable  property.     Hovjever,  duo 

to  the  necessity  of  m.aintaining  strict  accountability''  of  the  meat  brands 
by  establishraents ,  it  is  not  feasible  to  keep  a  record  of,  and  to  a  s  s  i  gn 
a  property  number  to,  each  meat  brand.    The  loss  of,  or  damage  to,  in- 
dividual brands  and  the  acquisition  of  additional  brands  for  an  establish 
ment  v/ould  result  in  serious  complications  if  the  meat  brands  xierc 
carried  on  the  property  records  of  the  Washington  and  Regional  Central 
Offices,    The  record  of  meat  brands  wiH  therefore  be  maintained  b-"^  the 
■'Washington  office  of  the  T"eat  Inspection  Division. 

B.  All  m.atters  relating  to  meat  brands  will  be  handled  directly  between  the 
Meat  Inspection  Division  in  ''Washington  and  its  field  offices.  Req- 
uisitions for  additional  meat  brands  and  all  worn  out  or  damaged  meat 
brands  will  be  forwarded  by  the  field  o:^fic.e  to  the  Meat  Inspection 
Division  in  '"ashington. 

The  ^-Tashington  office  of  the  Meat  Inspection  Division  shall  maintain  a 
record  of  meat  brands  by  establishments.    The  record  for  each  establish- 
ment shall  show  the  number  of  meat  brands  of  each  size  and  the  serial 
numbers,  if  any,  and  also  those  acquired,  lost,  or  othew/vise  disposed  of. 

D.    Reports  covering  the  less  of  meat  brands  will  be  forvjarded  by  the  field 
offices  to  the  Tleat  Inspection  Division  for  referral  to  the  Procurement 
Section,  Administrative  Services  Division,  for  consideration  and  recom- 
mendation of  the  I'Jashington  Board  of  Survey  and  for  approval  of  the 
•Chief,  Administrative  Services  Division.     If  the  accountable  officer  or 
the  establishment  is  held  financially  responsible  for  the  loss,  the  Pro- 
curement Section  will  refer  the  report  to  the  Finance  and  Accounts  Divi- 
sion for  collection  of  the  amount  determined  to  be  due.     (Until  further 
notice,  this  amount  will  be  r|l,75  for  a  3/4"  brand,  $2.00  for  a  1-1/4" 
br^.nd,  and  |2.25  for  a  1-3/4"  brand.)     The  approved  report  showing 
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receipt  of  the  mon'.i'^  by  th  -.  FinancG  end  Accounts  Division  viill  th-^n  bo 
returned  to  the  Procurer-lent  '='ection  for  fore/arding  to  the  M-at  Inspec- 
tion Division,  v;hich  x';ill  furnish  a  copy  of  the  report  to  the  approrjriate 
field  office. 

SECTION  IV  -  SIP.PLUS  COTTON 

A.  In  the  past,  a  blanket  clearance  has  been  {?iven  yearly  by  the  Treasury 
Procurenent  Division,  'authorizing?  the;  transfer,  vithout  exchanpe  of 
funds,  of  0.11  cotton  becoming  surplus  to  the  T'ashinrton  and  field  of- 
fices of  the  Cotton  and  Fiber  Branch  to  the  Federal  Prison  Industries, 
Inc,     The  issuance  of  such  a  blanket  clearance  has  been  discontinued 
effective  v;ith  the  present  fiscal  year, 

B.  The  follov.'infj  procedur^'j  vjill  apply  viith  respect  to  cotton  beconing  sur- 
plus to  the  needs  of  field  offices: 

1.  The  field  offices  will  continue  to  have  the  cotton  baled  and  stored 
and,  if  the  cotton  is  claimed  by  the  Federal  Prison  Industries,  Inc., 
send  the  invoices  for  the?;e  services  to  it  in  care  of  the  Federal 
Penitentiary,  Atlanta,  Georria,  for  settlemc^nt . 

2.  The  field  office  vjill  advise  its  Perional  Administrative  Services  . 
Division  of  the  number  of  bal-.s  on  hand,  v;ei.^ht,  and  estim.atcd 
value  based  on  current  sales. 

3.  The  Rer'ional  Administrotiv.    Servic^.-s  Division  ^.'ill  prepare  Form 
RIS,  Declaration  of  Pro^.rtv,  and  submit  it  to  the  Regional  Pro- 
curement Officer,  U.  S,  Tr:  a  sur-"  Department ,  10  Fors'""th  Street 
Buildinr,  Atlanta,  Geor:-ia. 

4.  The  Rep,ional  Procurt^ment  Officer  of  the  Treasury  Department  T'.>ill 
cont£ict  the  Federal  Prison  Industries,  Inc.,  at  the  Federal  Peni- 
tentiary, Atlanta,  Ceor''ia,  for  the  purpose  of  liavinr  the  Federal 
Prison  Industries,  Inc.,  furnish  nucessarj'  instruction  and  bill  of 
lading  to  +he  field  office  concerned  to  cover  shipment  of  the  cotton 
to  the  Atlanta,  Penitentiary, 

5.  If  thu  Federal  Prison  Industries,  Inc,  doc;S  not  desire  the  cotton, 
the  Regional  Pror.(.;rty  Officer  of  the  Trea;^.urv  Pr'Jcurcment  Division 
will  take  a-^propri-ate  steps  to  sell  th-^  cotton. 

C.  Cotton  bf;Comin:^  surplus  to  the  Washington  office  of  the  Cotton  and 
Fiber  Branch  viill  be  reported  to  the  Procurement  Section,  Administra- 
tive Services  Division,  which  ivili  pr- pare  Fori..  81^^  and  submit  it  to 
the  Re.'-ional  Procurement  Offic.r  at  Atlanta,  G.,ore-ia. 
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